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Purpose of this manual








 
The purpose of this manual is to describe the:

· Policies and procedures for the administration of AzGU. 

· Standards for the development and delivery of AzGU products and services. 

· Policies, procedures and standards necessary for the effective coordination of training resources between agencies. 
If an item has universal applicability to all agencies interfacing with AzGU, that item will be marked with a flag ( ().  Items that do not have the flag are for internal AzGU operation only or relate to specialized AzGU products/services. 
AZGU “quality” standards and evaluation process. 

AZGU products/ services are:

· Cost-effective for both AzGU and the customer.
· A good match to the need (relevant). 
· Adhere to professional standards of practice (e.g. copyright, American Psychological Association standards for testing and survey development). 
· Accountable (we say what we are going to accomplish and we measure whether we accomplish it).

Performance measures*
Standards for products/service development 

· Initial interview


When an agency requests a new product or service, AzGU staff will:

· Set up an interview to obtain at least a general understanding of the request/need.   
·  Identify the name of the contact person with which to work at the agency and the person’s phone number and/or e-mail address. 
· Establish the roles of the parties
· Agree upon  the general strategy for developing the intervention
· Clarify the points in the process that will involve agency sign-off or approval.  

· Summarize the interview in the STAR Mail system.  

· Data gathering

As appropriate, AzGU staff will:

· Hold additional interviews with agency employees to development more in-depth understanding of the need.  

· Contact other agencies to see if they share the same need. 

· Work through the appropriate AzGU committee such as the Curriculum Committee or Educational Partners. 

· Research best practices

· Identify existing products or programs and evaluate them as possible alternatives for meeting the need.

· Record all actions in the STAR Mail system for the project.  

· Project plan


When a project is started, AzGU staff will:

· Set up a directory in MicroSoft Project for the project on a drive shared by AzGU staff. 
· Lay out the steps for developing the intervention in detail with timelines using MicroSoft Project. 
· Set up each revision to the plan as a new file in the directory, labeled with the revision date. Example: Project Plan 050302.  
· Identify the responsible parties within AzGU and the agency within the plan.
· Obtain agreement from the agency before revising the plan. 
· Log the revision to the plan and contacts to receive agency approval in STAR Mail.  The log entry will include names and dates.

· Product/service agreement

· If costs to the agency are involved, AzGU staff will define the costs and meet with the agency to discuss and reach agreement. 
· If the plan is satisfactory and if any issues regarding costs have been resolve, AzGU will provide the agency with a packet that includes a written agreement defining the agreed deliverables, the action plan, cost sheet, a description of the agency sign-off approval process, and a description of the final product/service evaluation.   

· Product/service draft

· AzGU will assign staff to work on the intervention. 
· Assigned staff will:

· Work closely with agency subject matter experts to ensure a good match of the product/service to the need.  
· Prepare a draft of the product/service for review of the agency prior to pilot.
· Record the date and parties to whom the draft is delivered will be recorded in STAR Mail.

· Pilot

· When the agency agrees the draft is ready, AzGU staff will work with the agency to identify appropriate pilot participants and to work out the details of the pilot.   
· AzGU staff will record the date of the pilot, the names and titles of attendees, and the general results in STAR Mail.  

· Finished product/service

· After all revisions have been made to the product/service based on the pilot and agency reviews, AzGU staff will
· Present the intervention for final sign-off.  
· Ask the agency to participate in evaluation of the intervention.  This evaluation may take place right after the product/service is accepted or may take place after the product/service has been used for a period of time.  

· If the evaluation indicates that the intervention falls short of meeting these standards, AzGU will continue to refine the product/service until it does. 
· AzGU staff will record all results and actions taken to correct deficits in STAR Mail.

Establishing intergovernmental agreements*
Standards for training products

AZGU training products will meet the following standards:

	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	Competencies
	
	
	
	
	
	

	· That define the specific knowledge or skills that a person may obtain as a results of training
	X
	X
	X
	X
	
	X

	Learning Objectives:                                               
	
	
	
	
	
	

	· Are correctly written {Defines specific expected terminal behavior, using what aids (if applicable), to what level (if other than the standard 70%)
	X
	X
	X
	X
	
	X

	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	· If referenced to the performance checklist, are clearly identified as to the expected terminal behavior on the checklist

	
	X
	
	
	
	

	· Address the key knowledge/skills that should be learned
	X
	X
	X
	X
	
	X

	· Appropriately target knowledge vs. skill as the terminal behavior
	X
	X
	X
	X
	
	X

	· Are documented by task analysis
	X
	X
	X
	X
	
	X

	· Are directly connected, by section, to the teaching material
	
	
	X
	X
	
	

	Evaluation:                                               
	
	
	
	
	
	

	· Includes instructions for trainer/proctor on how to administer the test
	X
	
	X
	X
	X
	X

	· Specifically assesses the achievement of the learning objectives
	X
	X
	X
	X
	X
	X

	· Follow AZGU guidelines for correctly written test items.
	X
	
	X
	X
	X
	X

	· Are self-evident as to what the expected terminal behavior should look like or include a clear definition of appropriate terminal behavior

	
	X
	
	
	
	X

	· Has answer keys included for trainer/proctor
	X
	
	X
	X
	
	X

	· Has instructions for trainer/proctor on how to calculate passing score
	X
	
	X
	X
	X
	X

	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	· Includes a clear statement on the top of the front page, in a box, of items than may or may not be used during the test 
	X
	
	X
	X
	X
	X

	· Follows Kirkpatrick’s four levels of evaluation
	X
	X
	X
	X
	
	X

	· Uses standard AzGU page header
	X
	X
	X
	X
	X
	X

	Cover Sheet:                                              
	
	
	
	
	
	

	· Identifies the course number and name
	X
	X
	X
	X
	
	

	· Includes Table of Contents
	
	
	X
	X
	
	

	· Identifies the author and date of creation
	X
	X
	
	
	
	

	· Provides a description of the target audience
	X
	X
	
	
	
	

	· Provides a brief description of the course
	X
	X
	
	
	
	

	· Provides the course learning objectives
	X
	X
	
	X
	
	

	· Summarizes the equipment and materials required
	X
	X
	X
	
	
	

	Identifies key instructor reference materials
	X
	X
	
	
	
	

	· Has sign-off by appropriate sign-off 
authority(ies)
	X
	X
	
	
	
	


	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	Lesson Plan:                                         
	
	
	
	
	
	

	· Is an "action" and not "subject" plan. 
	X
	
	
	
	
	

	· Includes clear instructions to the trainer of what materials are needed, where to get them, how to use them in the training process, what training records are needed, how to generate them, who to send the records to, what to do if problems are encountered, etc.
	
	X
	
	X
	
	

	· Provides content and narrative of course
	X
	
	
	
	
	

	· Identifies the materials to be used during the presentation of the course
	X
	
	
	
	
	

	· Identifies the time frames to pace out the activities
	X
	
	
	
	
	

	· Identifies the housekeeping activities (e.g. Taking attendance, introductions, informing group of courses objectives, smoking, breaks, etc.)
	X
	
	
	
	
	

	· Includes teaching methods that encourage group participation
	X
	
	
	
	
	

	· Includes teaching methods that consider what we know about adult learning 
	X
	
	
	
	
	

	· Includes methods that are varied enough to hold a group's attention
	X
	
	
	
	
	

	· Uses standard AzGU page header 


	X
	
	
	
	
	


	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	Body of Text:
	
	
	
	
	
	

	· Includes standard AzGU page header 


	
	
	X
	
	
	

	· Include Instructions to trainee on how to use the course, where to get help, where to get test, etc. 
	
	
	X
	X
	
	X

	· Breaks narrative down into small, logical "bits" of content 
	
	
	X
	
	
	X

	· Uses the standard AzGU numbering system
	
	
	X
	
	
	

	· Provides practice/feedback  (including providing answer key or referencing where to  find correct answers) to help students assimilate information 
	
	
	X
	
	
	

	· Avoids or defines jargon 
	
	
	X
	X
	
	

	· Consider what we know about adult learning 
	
	
	X
	
	
	

	· Uses standard AzGU page header
	
	
	X
	
	
	

	· If containing “legal” information, bears the disclaimer on the front cover 

This material was designed specifically for training purposes only.  Under no circumstances should the contents be use or cited as authority for setting or sustaining a legal position.  


	
	
	   X
	
	
	


	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	Transparencies/Slides:                                    
	
	
	
	
	
	

	· Are free of typos, smudges, spelling, or grammatical errors
	X
	
	
	
	X
	

	· Are visually attractive 
	X
	
	
	
	X
	

	· Are accurate and up-to-date with current sign-off
	X
	
	
	
	X
	

	· Highlight key concepts
	X
	
	
	
	X
	

	· Are relevant to the discussion
	X
	
	
	
	X
	

	Are clear and understandable 
	X
	
	
	
	
	

	· Use no less than size 14 font.
	X
	
	
	
	
	

	Handouts:                                                
	
	
	
	
	
	

	· Are accurate and up-to-date with current sign-off
	X
	
	
	
	x
	

	· Are free of typos, illegible print, spelling or grammatical errors, smudges or hand-written inserts
	X
	
	
	
	x
	

	· Are visually attractive
	X
	
	
	
	x
	

	· Are organized logically and orderly
	X
	
	
	
	x
	

	· Are a good "back on-the-job" reference
	X
	
	
	
	x
	

	· Are relevant to achieving the learning objectives
	X
	
	
	
	x
	

	· Includes appropriate copyright citation and/or clearance
	X
	
	
	
	x
	

	· Includes current issue date
	X
	
	
	
	x
	

	· Are clearly titled 
	X
	
	
	
	x
	

	· Uses standard AzGU page header
	X
	
	
	
	x
	

	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	· If containing “legal” information, bears the disclaimer on the front cover 

This material was designed specifically for training purposes only.  Under no circumstances should the contents be use or cited as authority for setting or sustaining a legal position.  


	X
	
	
	
	X
	

	Other Materials:                                           
	
	
	
	
	
	

	· Are included in the package if needed to replicate the program
	X
	X
	
	
	
	

	· Use standard AzGU page header 


	X
	
	
	
	
	

	Copies:
	
	
	
	
	
	

	· Include a copy of all items in the electronic course bank
	X
	X
	X
	X
	X
	

	Video/CBT:
	
	
	
	
	
	

	· Has standard opening screens 
	
	
	
	X
	X
	X

	· Are accurate and up-to-date with current sign-off 
	
	
	
	X
	X
	X

	· Includes varied stimuli to hold the viewer's attention (e.g. avoids "talking heads," prolonged "still shots", reading to the viewer, repetitious activity types) 
	
	
	
	X
	X
	X

	· Has standard closing screens 
	
	
	
	X
	X
	X

	· Has a logical flow of information 
	
	
	
	X
	X
	X

	· Avoids or defines jargon  
	
	
	
	X
	X
	X

	· Includes facilitators to learning (e.g. repetition, summaries, examples, comparisons, practice exercises, feedback, charts) 
	
	
	
	X
	X
	X

	
	Curriculum in General
	OJT Trainer’s Manual
	Self-teaching narrative  packages
	Video self-teaching course
	Teaching Aides
	CBT

	· Links adjunct materials (e.g. workbooks, readings, written exercises) smoothly to video 
	
	
	
	X
	X
	X

	· Has "clean" sound track 
	
	
	
	X
	X
	X

	· Has clear visual images 
	
	
	
	X
	X
	X

	· If containing “legal” information, bears the disclaimer on the front cover 

This material was designed specifically for training purposes only.  Under no circumstances should the contents be use or cited as authority for setting or sustaining a legal position
	
	
	
	X
	X
	X

	· Subject/copyright release is on file for use of any person’s image or voice  
	
	
	
	X
	X
	X

	CBT:
	
	
	
	
	
	

	· Is internet deliverable. 
	
	
	
	
	
	X

	· Involves a file size of no more than XXXX. 


	
	
	
	
	
	X


See also A Step-by-Step Guide for Assembling Course Manuals for further guidelines and format information.

Copyright

· Course developed by AZGU staff or established for college credit through the AzGU system must comply with copyright law.   AzGU staff will familiarize themselves with copyright limitations prior to training development and/or delivery.  
· Except for use that meets the requirements for “fair use” under Copyright law or are not eligible for federal copyright protection, AzGU staff will obtain proof of permission to use from the holder of the copyright prior to using any copyrighted material in an AzGU product or training program.  Action to use the material may be initiated if verbal permission has been obtained and is immediately followed up with written approval.  Written approval will be filed in a central file established for this purpose.  

· AzGU courses may include material that is not eligible for federal copyright protection, such as:

· Works that have not been fixed in a tangible form of expression (for example: choreographic works that have not been notated or recorded, or improvisational speeches or performances that have not been written or recorded)

· Titles, names, short phrases, and slogans; familiar symbols or designs; mere variations of typographic ornamentation, lettering, or coloring; mere listings of ingredients or contents

· Ideas, procedures, methods, systems, processes, concepts, principles, discoveries, or devices, as distinguished from a description, explanation, or illustration

· Works consisting entirely of information that is common property and containing no original authorship (for example: standard calendars, height and weight charts, tape measures and rulers, and lists or tables taken from public documents or other common sources)

· AzGU staff will not use material that does not bear the mark of copyright unless they have verified that it is no longer copyrighted.  The absence of copyright notice on the material does not automatically allow material to be included in AzGU courses.   The use of a copyright notice is no longer required under U. S. law.   Copyright is secured automatically when the work is created, and a work is "created" when it is fixed in a copy or phonorecord for the first time. "Copies" are material objects from which a work can be read or visually perceived either directly or with the aid of a machine or device, such as books, manuscripts, sheet music, film, videotape, or microfilm.  "Phonorecords" are material objects embodying fixations of sounds (excluding, by statutory definition, motion picture soundtracks), such as cassette tapes, CDs, or LPs. Thus, for example, a song (the "work") can be fixed in sheet music (" copies") or in phonograph disks (" phonorecords"), or both.  If a work is prepared over a period of time, the part of the work that is fixed on a particular date constitutes the created work as of that date.  Because prior law did contain such a requirement, however, the use of notice is still relevant to the copyright status of older works.

· AzGU staff will not use material published by the U.S. government unless they have verified that it does not contain copyrighted material.   Work by the U.S. Government may be included in AzGU as long as it does not include copyrighted material from a non-U.S. government source.   Works by the U. S. Government are not eligible for U. S. copyright protection. For works published on and after March 1, 1989, the previous notice requirement for works consisting primarily of one or more U. S. Government works has been eliminated. However, use of a notice on such a work will defeat a claim of innocent infringement as previously described provided the notice also includes a Statement that identifies either those portions of the work in which copyright is claimed or those portions that constitute U. S. Government material.

Example: © 2000 Jane Brown. Copyright claimed in Chapters 7-10, exclusive of U. S. Government maps

Copies of works published before March 1,1989, that consist primarily of one or more works of the U. S. Government should have a notice and the identifying Statement.

· AzGU staff may use copyrighted materials if they comply with the “Fair use” provisions of Copyright law.   It is considered “fair use” of a copyrighted work if used for criticism, comment, news reporting, teaching (including multiple copies for classroom use), scholarship, or research.  Use for these purposes is not an infringement of copyright if:

· the material will be used “spontaneously” (only once with only a single training class or short run program and not part of an on-going program).
· the amount of material copied is not large and/or is only a small portion of the total copyrighted item.

· the material, after copying, references the source and indicates that it is copyrighted material that cannot be reproduced without permission of the source.

· copying the item is not in lieu of normally purchasing the item.  Copying cannot deprive the copyright holder of money normally due to him/her.

· the material is not consumable material such as a workbook or questionnaire
· only the number of copies needed are being made.

· the copies are not being sold for profit.  If a change is involved, it can only be equal to the cost of copying.

· AzGU may only use material they have rewritten if any adaptations of the item involve an appreciable amount of creative (i.e. new, unique) authorship.  If copyrighted material is re-written, the new product should bear the reference “adapted from…” or “derived from…”  All other items above also apply.

FOR FURTHER INFORMATION - 

Information via the Internet: Circulars, announcements, regulations, other related materials, and all copyright application forms are available from the Copyright Office Website at www.loc.gov/copyright.

Information by fax: Circulars and other information (but not application forms) are available from Fax-on-Demand at (202) 707-2600.

Information by telephone: For general information about copyright, call the Copyright Public Information Office at (202) 707-3000. The TTY number is (202) 707-6737. Information specialists are on duty from 8:30 a. m. to 5:00 p. m. Monday through Friday, eastern time, except federal holidays. Recorded information is available 24 hours a day. Or, if you know which application forms and circulars you want, request them from the Forms and Publications Hotline at (202) 707-9100 24 hours a day. Leave a recorded message.

Information by regular mail: Write to:

Library of Congress
Copyright Office
Publications Section, LM-455
101 Independence Avenue, S.E.
Washington, D.C. 20559-6000

Task Analysis

· AzGU staff will use the process of task analysis when creating AzGU curriculum or AzGU tests.  Task analysis is a critical legal requirement when creating tests for certification exams.  Task analysis is the major source of evidence for the validity of the content of certification exams.  

· AzGU staff will document the process used to conduct the task analysis.  The documentation will identify the purpose of the analysis, the source of the information and the characteristics of the source that made it appropriate to use.  

· When conducting a task analysis, AzGU staff will 

· The following terminology will be used by AzGU staff to describe the concepts for AzGU task analysis

· Job - a collection of tasks and responsibilities that an employee is responsible to conduct.  Jobs have titles (e.g. Real Estate Agent, Attorney, Training Officer II, Administrative Services Officer I.)
· Role -  the set of responsibilities or expected results associated with a job. A job usually includes several roles  (receptionist, supervisor, team leader.)  
· Task is  typically defined as a unit of work, that is, a set of activities needed to produce some result, (e.g., vacuuming a carpet, writing a memo, sorting the mail.)  
· Task Analysis - examining the tasks and sequences of tasks necessary to perform the job; looking at the areas of knowledge and skills needed by the job.

· Needs analysis/organizational assessment -  the process of defining the general need.  

· Needs analysis/organizational assessment may be used by AzGU staff to look at the suitability and cost-benefit of the testing/training project as a solution to the defined need, to design “tracks
” for testing, or for outlining general training program design.  AzGU staff may not rely on needs analysis/organizational assessment alone to validate training courses or testing instruments. 
· AzGU task analysis will follow the following steps:

· Define the specific job or role for which the training or testing is to be validated.  

· Create a list of the tasks that make up the specific job/role.  The list of tasks is called a task inventory.  Methods suitable for generating this list include:

· review of written job descriptions (if they are current)

· incumbent interviews

· supervisor interviews

· expert panels 

· questionnaires 

· observation

AzGU staff should ensure that the data is collected from a sufficient cross section of people representing the type of people doing the job (new, experienced, handicapped, minority, etc.).  

· Form the tasks into Task Statements  The task list should be in the form of task Statements.  The task Statement will include:

· Who? 

The answer to this question is always “workers.” Although “workers” is the subject of every task Statement, it is an IMPLIED subject, meaning that the word “workers” should not be included in your task Statement.

· Does What?

This is the action verb telling what function the workers are performing.

· To What?

This is the object of the verb. It may involve data, people, machines, etc.

· Why?

What is the purpose of the action / task?

This phrase usually begins with “to,” “in order to,” or “so that.”  

For example, suppose I wanted to write a task Statement for a restaurant hostess…Put it all together, and you have a task Statement in the appropriate format:  “Inspects empty tables to ensure they are clean.”

· Sort and rate the task statements.  Sorting the tasks according to those performed by people new to the job vs. more advanced performers.  Rate the tasks to prioritize the tasks based on the tasks that are performed most widely and frequently, the tasks that are most critical to effective performance of the job/role, and the tasks that are standardization and performed the same in all applications contexts.

· Break the “high priority tasks into the knowledge, skills and abilities (KSAs) needed to perform the task.  KSA’s may draw upon ‘Best Practices” in lieu of actual practices if they support the Strategic Direction of the State of Arizona or the particular agency for which the course/test is being developed.

· Create learning objectives, competency statements, and/or test evaluation items to assess the KSAs.

Managing Courses

Sign-off guidelines 

· Before official use, all curriculum content, training methodology and media will be approved by the appropriate sign-off authority for accuracy of content and appropriateness for it purpose, target population, and need.  

· The Curriculum Committee will review and approve all courses that are to be standardized and established for college credit for AzGU.  
· If there is no apparent sign-off authority, the Curriculum Committee will designate a sign-off authority.  

· Written approval on the prescribed sign-off sheet will be maintained in a central file established for this purpose. 

Assigning course numbers (
· If a course is imported into STARS from an agency’s current automated record keeping system, the agency’s two alpha character agency designation will be added to the front of the course number during the import process. 

· The STARS course numbering system will use the same prefix structure as the State’s college and university system.  If an appropriate prefix is not indicated below, one may be located in an Arizona public college or university catalog.  If the Arizona public higher educational institutions use different prefixes to represent the same subject, the prefix should be selected from institutions in this order: Maricopa Community College System, Arizona State University, University or Arizona, and Northern Arizona University. 

· The STARS system differs from the college/university system in the length of course number.  STARS will use a four digit number rather than three digit number. 
· When a new training course is created by an agency or by AzGU staff it will be assigned an ID number by AzGU according to the following course numbering system:


0001-0999
Remedial

1000-1999 Basic level A Curriculum

2000-2999
Basic level B  Curriculum

3000-3999
Intermediate level A Curriculum

4000-4999
Intermediate level B Curriculum

5000-5999
Advanced level A Curriculum

6000-6999
Advanced level B Curriculum

Color key:  

The color of the text in the following chart identifies the source Arizona educational institution for the course prefix.  If other Arizona institutions use the same course prefix, those institutions are indicated by the color of the check mark.    

For example:   “ FIN

Finance((( “   is a prefix used by AZ Community Colleges, ASU, U of A, and NAU;    “AES
Aerospace”   is a prefix used only by AZ Community Colleges;    “AS 
Aerospace “    is a prefix used only by NAU.  
Az Community Colleges(
  
ASU(

UA(

NAU(
	 ACC 
	Accounting((

	AJS  
	Administration of Justice

	ASC  
	Administrative Support

	AAA 
	Advancing Academic achievements (study skills, career planning)

	ADA 
	Advertising 

	AET 
	Aeronautical Engineering Technology

	AS 
	Aerospace

	AME  
	Aerospace and Mechanical Engineering

	AES 
	Aerospace Studies

	AGB  
	Agribusiness( 

	AREC  
	Agricultural and Resource Economics

	AGL  
	Agricultural Landscape

	AGS  
	Agricultural Science

	ASM  
	Agricultural System Management

	ABE 
	Agriculture and Biosystems Engineering


Az Community Colleges(
  
ASU(

UA(

NAU(
	AIS  
	American Indian Studies

	ASE  
	Analysis and Systems

	ANES 
	Anesthesiology

	ANH  
	Animal Health

	ANS  
	Animal Science(

	ASB 
	Anthropology ( (or ASM) (

	AAD 
	Architectural Administration and Management

	ADE 
	Architectural Design and Technology

	ATE 
	Architectural Technology

	ARL  
	Arid Lands Resource Sciences

	ART 
	ART 

	ADP 
	Assembly Production

	AST  
	Astronomy((

	ATMO 
	Atmospheric Sciences

	APT  
	Automotive Performance Technology

	AUT  
	Automotive Technology

	AVS  
	Aviation Science

	AVM  
	Aviation Technology

	BHS  
	Behavioral Heath Services Technology

	BCH 
	Biochemistry

	BIO  
	Biology(

	BME  
	Biomedical Engineering

	BLT 
	Building Safety and Construction Technology

	BPC  
	Business Personal Computers

	BTO  
	Business Technology for the Office

	BUS 
	Business(

	CBIO  
	Cancer Biology

	CWE  
	Career Work Experience

	CRP 
	Carpentry

	CBA  
	Cell Biology and Anatomy

	CHD  
	Chemical Dependency

	CHE  
	Chemical Engineering

	CHM  
	Chemistry((

	CCS  
	Chicana and Chicano Studies(

	CDE  
	Child Development(

	CFS  
	Child/Family Studies

	CNT  
	Cisco Networking Studies

	CEE 
	Civil and Environmental Engineering

	CET  
	Civil Engineering Technology(

	CGP  
	Communication Graphics


Az Community Colleges(
  
ASU(

UA(

NAU(
	COM
	Communications((

	CDE  
	Community Development Education

	CHA  
	Community Health Advocate

	CAD  
	Computer Aided Design/Drafting

	CET  
	Computer Engineering Technology

	CIS  
	Computer Information Systems((

	CSE  
	Computer Science and Engineering(

	CSC
	Computer Science(

	CSA  
	Computer Software Applications

	CON 
	Construction

	CM  
	Construction Management

	COT  
	Correctional Officer Training

	CPD  
	Counseling and Personal Development

	CED  
	Counselor Education

	CPY  
	Counselor Education

	CRT  
	Court Reporting

	CSS  
	Court Support Services

	COV  
	Covey

	CJ  
	Criminal Justice

	CRE  
	Critical Reading

	CUA  
	Custodial Development

	DAE  
	Dental Assisting

	DHE 
	Dental Hygiene

	DLT  
	Dental Laboratory Technology

	DSC 
	Design

	DIE  
	Diesel/Heavy Equipment Technology

	DCP  
	Direct Care Provider

	UAP  
	Disabilities and Technology

	DFT 
	Drafting Technology

	ECH  
	Early Childhood Education

	ECOL  
	Ecology and Evolutionary Biology

	ECN 
	Economics(

	EDU  
	Education

	ECI  
	Education, Curriculum and Instruction

	ESE  
	Education, Special Education

	EDA  
	Educational Administration and Supervision

	EDF  
	Educational Foundations

	EDL  
	Educational Leadership(

	EDP  
	Educational Psychology


Az Community Colleges(
  
ASU(

UA(

NAU(
	EDR  
	Educational Research

	EDT  
	Educational Technology

	ECE  
	Electrical and Computer Engineering(

	EEE
	Electrical Engineering

	EM  
	Electronic Media(

	ELE 
	Electronics

	ELT  
	Electronics Apprenticeship Training

	EET 
	Electronics Engineering Technology

	EMT  
	Emergency Medical Technology

	ENGR  
	Engineering and Mines

	EM  
	Engineering Mechanics(

	ECE  
	Engineering Science(

	ESL  
	English as a Second Language

	ENG  
	English(((

	ENTO  
	Entomology

	EPS  
	Entrepreneurial Studies

	EPD  
	Environmental Design and Planning

	ERS  
	Environmental Resources

	ETM 
	Environmental Technology Management

	ENV  
	Environmental Technology(

	EPI 
	Epidemiology

	EQS  
	Equine Studies

	ETL  
	Excellence/Teaching/Learning

	EED  
	Experiential Education

	FCM  
	Family and Community Medicine

	FCSC  
	Family and Consumer Sciences

	FAS  
	Family Studies

	FIN 
	Finance(((

	FSC  
	Fire Science Technology

	FSM  
	Fire Service Management

	FSA 
	Fire Services Administration

	FON  
	Food and Nutrition

	FSN  
	Food Science and Nutrition

	FOR 
	Forestry

	FPC  
	Foundations for Personal Change

	FUS  
	Future Studies

	GBS  
	General Business

	GEB  
	General Business

	EGR  
	General Engineering


Az Community Colleges(
  
ASU(

UA(

NAU(
	GTC  
	General Technology

	GENE  
	Genetics

	GGR 
	Geography

	GEOG  
	Geography and Regional Development

	GCU  
	Geography Cultural(

	GPH  
	Geography Physical(

	GEN  
	Geological Engineering

	GLG  
	Geology((

	GEOS  
	Geosciences

	GRN 
	Gerontology((

	GC  
	Global Change

	GIT  
	Graphic Information Technology

	GRA  
	Graphics and Image Technology(

	HCR  
	Health Care Related(

	HCE  
	Health Continuing Education

	HCC  
	Health Core Curriculum

	HED 
	Health Education

	HEP 
	Health Education and Promotion

	HIT  
	Health Information Technology

	HP  
	Health Promotion

	HLR  
	Health Related

	HES  
	Health Science

	HAS  
	Health Services Administration

	HEC  
	Home Economics

	HOS 
	Hospitality

	HA  
	Hospitality Administration

	HDE  
	Human Development Education

	HWR  
	Hydrology and Water Resources

	IND 
	Industrial Design

	IEE  
	Industrial Engineering

	ITM 
	Industrial Technology Management

	IRLS 
	Information Resources and Library Science

	INSC  
	Insect Science

	FS  
	Institutional Food Service

	IGS  
	Integrated Studies

	INT  
	Interior Design(

	IBS  
	International Business(

	ITP  
	Interpreter Training

	IWA  
	Iron working Apprenticeship


Az Community Colleges(
  
ASU(

UA(

NAU(
	JLS  
	Journalism

	JRN  
	Journalism(

	JUD  
	Judicial Studies

	JAS  
	Justice Agency Support

	JUS 
	Justice Studies

	PLA  
	Landscape Architecture

	LTP  
	Landscape Technician

	LAN  
	Language

	LRC  
	Language, Reading and Culture

	LEN  
	Law Enforcement Related Instruction

	LAW
	Law(

	LAS  
	Legal Assisting

	LSV  
	Legal Secretary

	LBS  
	Library Science

	LIB 
	Library Skills

	LBT  
	Library Technology

	LING 
	Linguistics

	MTA  
	Machine Tool Apprentice

	MAC  
	Machine Tool Technology

	MNT  
	Maintenance Technology

	MAP  
	Management and Policy

	MIS
	Management Information Systems

	MGT  
	Management((

	MET  
	Manufacturing Technology(

	MKT  
	Marketing(

	MCO  
	Mass Communication(

	MRE  
	Material Reclamation

	MSE  
	Materials Science and Engineering(

	MAT  
	Mathematics((

	MAE 
	Mechanical and Aerospace Engineering

	ME  
	Mechanical Engineering

	MAR  
	Media Arts

	MEC  
	Media Communication

	MEDT  
	Medical Technology

	MEDI 
	Medicine

	MER 
	Merchandising

	MBIM  
	Microbiology and Immunology

	MIC 
	Microbiology(

	UET  
	Microelectronics Engineering Technology


Az Community Colleges(
  
ASU(

UA(

NAU(
	MST  
	Microsoft Technology

	MLA  
	Military Aerospace Studies

	MLS  
	Military Science

	MIS
	Military Science(

	MNE  
	Mining Engineering

	MCB  
	Molecular and Cellular Biology(

	MBB  
	Molecular Biology

	MSP  
	Mortuary Science

	MMT  
	Multimedia Technology

	MUC  
	Music: Commercial/Business

	AISM  
	Natural Science and Mathematics

	NS  
	Naval Science

	NEUR 
	Neurology

	NRSC 
	Neuroscience

	NEE  
	Nuclear and Energy Engineering

	NRA  
	Nursing Assistant

	NUR  
	Nursing Continuing Education(

	NUR  
	Nursing Science((

	NTR 
	Nutrition

	OBG  
	Obstetrics and Gynecology

	OAS  
	Office Automation Systems

	OPM  
	Operations Management

	OPTI  
	Optical Sciences

	PRM  
	Parks and Recreation Management

	PATH  
	Pathology

	PED 
	Pediatrics

	PHSC  
	Pharmaceutical Sciences

	PHCL  
	Pharmacology

	PCOL  
	Pharmacology and Toxicology

	PHPR  
	Pharmacy Practice and Science

	PHT  
	Pharmacy Technology

	PHI  
	Philosophy (Applied Ethics) (

	PHO  
	Photography

	PHS  
	Physical Science((

	PT  
	Physical Therapy

	PHY  
	Physics((

	PS  
	Physiological Sciences

	PSIO 
	Physiology

	PTYS  
	Planetary Sciences


Az Community Colleges(
  
ASU(

UA(

NAU(
	PLN 
	Planning

	PLB  
	Plant Biology

	PLP  
	Plant Pathology

	PLS  
	Plant Sciences

	PFT  
	Plumbing and Pipefitting

	POS  
	Political Science((

	PSM  
	Postal Service Management

	PRO  
	Process Technology

	PIM  
	Production Inventory Management

	PRD  
	Professional Development

	PSYI 
	Psychiatry

	PSY  
	Psychology((

	PAD  
	Public Administration

	PAF  
	Public Affairs

	CPH  
	Public Heath

	PR  
	Public Relations

	QCT  
	Quality Control Technology

	QBA  
	Quantitative Business Analysis

	QS  
	Quaternary Studies

	RONC  
	Radiation Oncology

	RED 
	Radiology Technology

	RAM  
	Range Management

	RDG  
	Reading

	REA  
	Real EState

	RIM  
	Records and Information Management

	REC  
	Recreation Management and Tourism

	REM  
	Remote Sensing

	RNR  
	Renewable Natural Resources

	RTH 
	Respiratory Therapy

	RCSC  
	Retailing and Consumer Sciences

	SCI 
	Science

	SEM  
	Science and Engineering of Materials

	SMA  
	Sheet Metal

	SLG  
	Sign Language

	SBS  
	Small Business Management

	SS  
	Social Science

	AISS  
	Social Sciences

	SSE  
	Social Services

	SWU  
	Social Work(


Az Community Colleges(
  
ASU(

UA(

NAU(
	SBU  
	Society and Business

	SOC  
	Sociology(((

	SWES  
	Soil, Water and Environmental Science

	SPA  
	Spanish((

	SERP  
	Special Ed, Rehabilitation, School Psychology

	SPE  
	Special Education

	SHS  
	Speech and Hearing Science

	SPE  
	Speech Communication(

	SPH  
	Speech Pathology(

	STP  
	Statistics and Probability

	SCM  
	Supply Chain Management

	SURG 
	Surgery

	AISD  
	Sustainable Development

	SIE  
	Systems and Industrial Engineering

	TTE  
	Teaching and Teacher Education

	TEC 
	Technology

	TCM  
	Telecommunications(

	TEC  
	Textiles and Clothing

	TQM  
	Total Quality Management

	TBH  
	Training for Behavioral Health

	TSE  
	Training for Special Education

	TRS 
	Translation Studies

	TVL  
	Travel Industry Operations

	TCA  
	Tribal Court Advocacy

	PUP  
	Urban and Environmental Planning

	VSC  
	Veterinary Science

	VC  
	Visual Communication

	VTE  
	Vocational Technological Education

	WSM  
	Watershed Management

	WLD  
	Welding Technology

	WED  
	Wellness Education

	WOL  
	Wheels of Learning

	WFSC  
	Wildlife and Fisheries Sciences

	WRT  
	Writing


Periodic course/service reviews  

· AzGU staff will develop a review schedule and enter it in STARS when they create a new course. 
· The review schedule will be recorded in the course review field as XX months from date of sign-off or last review.  
· The responsible parties for the review will also be established and recorded for the course in STARS.
· The Curriculum Committee will designate the review schedule for all courses under its jurisdiction.

Revision number system (
· When a course is imported into STARS it will be given a revision number of 1.0.

· When a new course is set up in STARS it will be given a revision number of 1.0

· When the learning objectives for a course are changed, a revision number will be entered into the revision field using the next consecutive whole number after the number currently reflected in the field.  The date that the revision became active will be entered into the “active from” field.  A new number is only needed if the learning objectives or test items for the course are changed.  Agencies may submit courses for new revision numbers if items other than the learning objectives have changed.  These course will be given the next incremental decimal number - for example, 1.1.
Collateral credit relationship system (
· A collateral relation exists between an objective/competency of two courses when the competency is the same or generally similar for both courses.  

· When competencies/learning objectives are entered into STARS for a new course, each competency/learning objective will be given a number.  The numbering system for a collateral objective will be: Course number - Revision Number -Competency/Objective number.   Example: RVMGT1005-1.0-3

· When AzGU staff determined that a collateral relationship exists for an objective/competency, AzGU staff will record the other course’s competency/learning objective number in Competencies Collateral Column in STARS.  A number recorded in the Collateral Column means that the competency/learning objective for the course is the “same as….”

Policy for awarding equivalency credit (
· An employee may request equivalent credit for a course through AzGU.  
· When AzGU receives a request from an agency to establish a new course in the STARS system, AzGU staff will research the STARS curriculum bank for equivalencies. 

· The determination will be based on the learning objectives for the two courses. 

· If the learning objectives are absent or for some reason not usable in the determination, the decision may be based on review of handout materials, student textbook, and/or outline of the training content.  

· If the course information is not available in the AzGU curriculum bank, the person requesting the equivalency is responsible for providing it to AzGU. 

· When comparing the two courses, the proposed equivalent must meet at least 80% (4 out of 5) of the learning objectives in the course for which equivalency is being requested. 

· Once a determination of equivalency has been made, this must be noted in the “known equivalents field” for the course in STARS to allow others to benefit from the determination of equivalency.  
· If a collateral relationship is also noted in the process of researching the equivalency, the relationship should be recorded in STARS.   

· Some courses for which equivalency is being requested may involve technical content which with AzGU staff are unfamiliar.  AzGU will forward this type of request to the agency that has the appropriate expertise and request that the agency make the determination.  Once made, the equivalency will be recorded in STARS to allow others to benefit from the determination of equivalency.  
“Subject” releases

· Prior to using any person’s image or voice in an AzGU product, AzGU will obtain a written release from the person to use these items (see appendix for sample release form.). 
· The written release will be filed in a central AzGU file established for this purpose.

Establishing courses for college credit
 (
· Courses that have universal applicability to all AzGU customers and have been established for college credit by the Curriculum Committee will be given an “AZG” course prefix.  
· Any agency may request college credit for agency specific corporate and/or technical courses.  Technical certificate programs may also be established for college credit.  
· To establish a course for college credit through AzGU, an agency must submit the following to AzGU:

· The course competencies

· Course objectives

· A description of the course and the target populations.  When writing this, do not write the description too narrowly.  Agencies should keep in mind that the program will go into the college course/program bank and has the potential to be used statewide and/or by the private/public sector.

· A subject outline to include, at a minimum
· The teaching action steps to covey the content
· The time frames for each action step.

· The evaluation process to include any instruments or descriptions of how the competencies will be assessed.:
· To establish a certificate program for college credit through AzGU, an agency must submit the following to AzGU:
· All of the items described in the previous bullet point for each course in the program

· The number of courses, by title, in the certificate
· Description of the target population for the certificate program

· The certificate hours

· When AzGU receives a request to establish a course for college credit it will do the following:

· Identify possible equivalencies

· Ensure that the materials are in the required format and contain all required components


· Submit the course to the Curriculum Committee. 

·  The Curriculum committee will approve/disapprove the assigning the course to the “AZG” series.  
· Agencies may, but are not required to, request AzGU and the Curriculum Committee to establish a non-“AZG” course for college credit.

Format codes (
· Training courses will also be assigned a format code.  These codes are as follows:

· Classroom

· Narrative Self-Study

· Lab

· Video course

· CBT – Web Based

· CBT – Disk

· Conference

· Academy

· On-the-job Training

· Internship

· Apprenticeship

· Simulation

· Teleconference

· Audio Conference

· Satellite
· Self-Study

· Test-out

· Waiver

Source codes (
· The following source codes will be used in conjunction with the STARS cost tracking process:

· TS – Internal, Training Staff

· SM – Internal, Subject Matter Expert

· NG – Non-purchased, other government agency

· PG – Purchase, other government agency

· PS – Purchased, State contract

· PN – Purchased, non-State contract

Testing

General requirements

· AzGU provides two primary services related to testing: test development and test administration.  Both processes will begin with an interview by the Testing Director (TD) with the Agency, Board, or Commission.
· The Testing Director will use the questionnaire contained in the Appendices to determine the agency’s testing requirements. 
· The questionnaire will determine all legal requirements related to the test, rules to be followed by test takers, and administrative/reporting logistics. 
· If a contract is necessary to provide the testing service, the Testing Director will initiate development of the contract with the Dean of Administrative Services.  
· If the agency needs a test developed, the Testing Director will meet with the Dean of Academics to determine if the test will be developed by AzGU staff or outsourced.   

· If the agency needs a test administered, the Testing Director will provide the test and the Agency/Board/Commission’s requirements to the Test System Administrator. 
· The Testing Administrator will set up the test in the appropriate systems, depending on the format of the tests.  If the test is to be delivered and scored on-line, the Test System Administrator (TSA) will set up the test in ParTest.  If the test is a paper and pencil test to be machine scored, the TSA will format the test in FLIPS to generate the “bubble sheet,” and define the format for machine scoring in ParScore. 
· The Test System Administrator will set up the general and specific test rules the test taker (constituent) is to follow in the instructions to be displayed or printed out with the test.
· When all steps in for establishing the testing service are complete, the TSA is responsible for alerting the Testing Director.  

Determining testing service costs

· The Testing Director will use the STARS Activity Based Costing System to establish the appropriate charge to the Agency/Board/Commission for AzGU service. 
· For new services, the TD will create a cost model that reasonably reflects the direct and indirect costs of the service. 
· If requested, the TD will provide a copy of the model to the Agency/Board/Commission.  
· For on-going service, the change will be based on historical data.   
Standards for test development

· All tests developed by AzGU will be developed by methods that ensure content validity, construct validity and/or criterion-related validity as prescribed by American Psychological Association guidelines  (see Appendix 2)
· In addition to the American Psychological Association guidelines, AzGU will develop all licensure tests according to the Standards established by the Uniform Guidelines on Employee Selection Procedures (1978).   
· AzGU will maintain a running account of the EEO and Ethic categories of people taking AzGU licensure tests to detect and correct any adverse impacts.

· AzGU test validation studies will attempt to include basically the same racial, ethnic and educational makeup as the group going to take the test.  The group will be large enough that it can be shown to be representative of individuals in the labor market who are likely to take the test.  

· AzGU will document the process used to validate a test.

· All documentation related to AzGU validation studies and adverse impact studies will be filed in a central file established for this purpose.  

· AzGU test developers will ensure that the reading level of a proficiency test is no greater than the reading level needed to actually apply the proficiencies being tested.  The test developer may verify the appropriate reading level by assessing typical written materials used on the job by a representative incumbent.  

· When AzGU creates tests:
The Test in General will:

· Appear neat and professional

· Reflect correct grammar and spelling







· Include components that clearly measure the learning objectives



· Avoid unnecessary technical terms or jargon

· Use spacing to show where one segment or set of items stops and another begins

· Group related items (pertaining to the same map, chart, data, diagram, case example, etc.) and use a heading that indicates exactly what items belong to the group


· Have numbers for each page








· Include the word "end" at the end of the test





· Include each test item as a separate entity so that the correct response to one item is not dependent on the response to another item



· Involve the most practical grading method suitable for the type content being graded (e.g. Uses a scannable answer sheet)

The test Instructions will:

· Alert the person to two sided pages






· Identify the amount of time allowed for the test and under what circumstances extra time will be allowed 


· List the materials necessary during the test






· Describe the materials the person may use to aid them during the test

· Describe the exact procedures to be used (eg. Indicate only one answer; Use a #2 pencil; Do not write on the test - record your answer on the scan sheet; Return the test with the scan sheet; etc.)




· Describe how to fill out the scan sheet






· Remind the person of the definition of "passing" score




· Separate any examples from the actual test items so the person can detect the beginning of the test






The Answer Key will:

· Describe how to score each item







· Establish a consistent distinction between a correct and incorrect response


· Reflect correct grammar and spelling






· Describe how to combine scores if sections of the test are scored separately

· Describe how to represent the final score (eg. Percent; Raw Score; Difference in pre-test score vs. post-test score: Etc.)



The True/False Questions will:

· Include only one component that can be manipulated to be true or false (A compound sentence or conjunction such as "and" anywhere in the Statement is an immediate clue there is a problem.  Use multiple choice questions to keep one component stable as a stem while you vary the other component.)



· Contain only material relevant to the Statement




· Avoid negatively worded Statements and all double negatives in particular or if a negative word appears, emphasize the negative by capitalization, underscoring, or italics





· Avoid irrelevant cues (e.g. Statements with "all", "none", "never", "always", "only" or "no" are usually false.  Statements with "generally" "frequently", "sometimes", "could", "might", or "may" are usually true.)




· Avoid any irrelevant words that make the Statement incorrect (e.g. 2 inches plus 2 inches equals 4 feet)





  

· Include clear, short and simple Statements

· Include Statements that are absolutely true or false without qualifications exceptions.

· Avoid subtle hints (e.g. making the true items consistently longer than the false items)

· Avoid words subject to individual interpretation (e.g. "few", "many", "young", "long", "short", "large", "small", "important", "key")
The Multiple Choice Questions will:

· Avoid the alternatives "all of the above" or "none of the above" or at least reflect a balance in use of these alternatives




· Include at least three  alternatives






· Include alternatives that are approximately the same length




· Include alternatives that are in similar or parallel form




· Avoid irrelevant cues (e.g. as described for true/false Statements, item #4)


· Reflect correct Statements that are randomly placed




· Have an alternative that is absolutely correct without qualifications or exceptions


· Avoid making the correct answer so obvious that test takers will be suspicious of it


· Begin with a stem that is a clear, definite, explicit and singular problem whether Stated as a direct question (Which of the following is....) or as an incomplete Statement (The king of Siam is:)






· Avoid unrelated alternatives.







· Present alternatives in some logical or systematic order (e.g. descending order for alternatives that are Statements of Dollar amounts)




· Avoid making the correct alternative look different in any way from the other alternatives (e.g. Stating the correct alternative more preciously than the others; Making it consistently shorter than the others; Making it more technical than the others; Making the correct answer serious and the incorrect answers humorous)

· Avoid words simultaneously in the stem and the correct alternative that flag the alternative as a likely answer. (e.g. Stem -"The standard error of estimate refers to:"; Correct alternative -"the amount of error in estimating criterion scores.") 

Testing persons with disabilities 

Overview

· AzGU will comply with all requirements of the Americans with Disabilities Act of 1973 and A.R.S. 41-1463. 

· When reasonable accommodation for a disability is requested, the requestor must be specific as to nature of accommodate needed. 

Test Modification Guidelines: 

· When AzGU staff modifies tests for persons with disabilities conditions they will consult with persons who have expertise on the effects of various handicapping conditions on test performance, either by virtue of their own training or direct experience or by close consultation with handicapped individuals or those familiar with such handicapping conditions. 

· Alternative assessment techniques as well as modifications to standard tests and testing procedures will be designed to maintain the nature of the attribute assessed and the level at which it is assessed. 

· Given the wide variation in the nature and severity of handicapping conditions, modifications and alternative assessments, when required, will be conducted on a case-by-case basis. 

· Documentation must be kept regarding the steps taken to modify tests. 

· Professional judgment will be used to establish time limits for modified forms of power tests. Fatigue may be a potentially important factor when time limits are extended. 

· Assessment requirements will not be waived for persons with handicapping conditions except as provided for by applicable legislation or regulations. 

· Those who use tests and those who interact professionally with potential test takers with handicapping conditions will have current information regarding the availability of modified forms of the test in question and should make such forms available to the test taker when appropriate and feasible. 

Testing administration

When a new test is set up on the AzGU server, the Testing Director (TD) will inform the Test Center Manager/Proctor (TP).  The TD will alert the TP as to whether the test in to be presented on-line or in printed form.  

· When a person (constituent) wants to take a test, he can either call the Testing Center at (602) 542-0494 to reserve a “seat” for the test or walk in to the Testing Center.  Constituents with reservations will be given “seats” in preference over constituents that walk in.  
· When a constituent registers, AzGU staff will alert him to the general and specific test rules and the beginning and ending time reserved for him to take the test.  
· When a constituent arrives for testing the Test Center Manager/Proctor will:

· Give the constituent the sign-in form.  Note: when needed, the completed form must include a signature that allows AzGU to release the test information to the appropriate Agency, Board or Commission.

· Check the constituent’s government-issued, picture ID (e.g. driver’s license or passport) and qualifications to determine if testing may proceed.  

· Check STARS to determine if the constituent is a first time test taker or re-tester.  If a re-tester, follow the appropriate procedure for re-test for the specific test.  

· Verify the constituent’s registration or register the person for an available time slot.  Note:  pre-registered persons have priority over walk-in constituents.  If a pre-registered person does not arrive by the scheduled start of his testing period, the testing station may be released to a walk-in.  A late pre-registered constituent will be treated as a walk-in.  

· Record EEOC demographic data.  Note:  the TP must not ask the person’s race, ethic origin, or sex.  This is only to be determined by observation.   

· Collect the testing fee.

· Record payment in STARS
· Assign the constituent a testing station (seat).

· Either send the appropriate on-line test to the testing station or print out the test and instructions and give them to the constituent. 
· Point out the testing rules, test instructions, and test-taker rights to the constituent.  

· Set the timer for the testing station in STARS

· Observe the constituent to ensure that all rules for the specific test are followed.  

· Retrieve the on-line or written test from the constituent.  

· Request the constituent to complete a constituent survey form

· Score the test.  Note: if a constituent wants to know his test score immediately, the TP may score the test and verbally provide the results to the constituent.  The TP must tell the constituent that the test results are “unofficial” until he/she receives them “in writing” (i.e. by e-mail or by mail)

· Enter the test score into STARS

· Scan the constituent survey form.

· Enter the constituent survey scores into STARS.

· Make a copy of all hand scored and proprietary source scored tests.

· Forward hand scored and proprietary source scored tests to the appropriate contact.
· Secure paper tests in a locked file and/or ensure the on-line test is removed from the testing station.  

· Secure the Change Fund.  

· Forward written constituent survey comments to the Testing Director.

· Run daily payment report and balance money received.

· Forward money to the Dean of Administrative Services.

· After the test is scored, the Test Center Manager/Proctor will post the testing results and the constituent evaluation scores to the AzGU ftp:// site in the appropriate Agency, Board, or Commission’s folder.  
· The Test Center Manager/Proctor will e-mail the results to the identified Agency, Board or Commission contact person.  
· AzGU staff will ensure that copyright is observed with all proprietary tests.  All proprietary tests will be handled as agreed in the contract with the Agency, Board or Commission.

Testing Code of Ethics


Regarding testing, AzGU testing professionals will:

· Make test takers aware of any materials that are available to assist them in test preparation. These materials will be clearly described in test registration and/or test familiarization materials. 

· Provide test takers with reasonable access to testing services. 
· Take steps to utilize measures that meet professional standards and are reliable, relevant, useful, given the intended purpose, and are fair for test takers from varying societal groups. 

· Advise test takers that they are entitled to request reasonable accommodations in test administration that are likely to increase the validity of their test scores if they have a disability recognized under the Americans with Disabilities Act or other relevant legislation. 

· Give or provide test takers with access to a brief description about the test purpose (e.g., diagnosis, placement, selection, etc.) and the kind(s) of tests and formats that will be used (e.g., individual/group, multiple-choice/free response/performance, timed/untimed, etc.), unless such information might be detrimental to the objectives of the test. 

· Tell test takers, prior to testing, about the planned use(s) of the test results. Upon request, the test taker will be given information about how long such test scores are typically kept on file and remain available. 

· Provide test takers, if requested, with information about any preventative measures that have been instituted to safeguard the accuracy of test scores. Such information will include any quality control procedures that are employed and some of the steps taken to prevent dishonesty in test performance. 

· Inform test takers, in advance of the testing, about required materials that must be brought to the test site (e.g., pencil, paper) and about any rules that allow or prohibit use of other materials (e.g., calculators). 

· Provide test takers, upon request, with general information about the appropriateness of the test for its intended purpose, to the extent that such information does not involve the release of proprietary information. (For example, the test taker might be told, "Scores on this test are useful in predicting how successful people will be in this kind of work" or "Scores on this test, along with other information, help us to determine if students are likely to benefit from this program.") 

· Provide test takers, upon request, with information about re-testing, including if it is possible to re-take the test or another version of it, and if so, how often, how soon, and under what conditions. 

· Provide test takers, upon request, with information about how the test will be scored and in what detail. On multiple-choice tests, this information might include suggestions for test taking and about the use of a correction for guessing. On tests scored using professional judgment (e.g., essay tests or projective techniques), a general description of the scoring procedures might be provided except when such information is proprietary or would tend to influence test performance inappropriately. 

· Inform test takers about the type of feedback and interpretation that is routinely provided, as well as what is available for a fee. Test takers have the right to request and receive information regarding whether or not they can obtain copies of their test answer sheets or their test materials, if they can have their scores verified, and if they may cancel their test results. 

· Provide test takers, prior to testing, either in the written instructions, in other written documents or orally, with answers to questions that test takers may have about basic test administration procedures. 

· Inform test takers, prior to testing, if questions from test takers will not be permitted during the testing process. 

· Provide test takers with information about the use of computers, calculators, or other equipment, if any, used in the testing and give them an opportunity to practice using such equipment, unless its unpracticed use is part of the test purpose, or practice would compromise the validity of the results, and to provide a testing accommodation for the use of such equipment, if needed. 

· Inform test takers that, if they have a disability, they have the right to request and receive accommodations or modifications in accordance with the provisions of the Americans with Disabilities Act and other relevant legislation. 

· Provide test takers with information that will be of use in making decisions if test takers have options regarding which tests, test forms or test formats to take. 

· Notify test takers of the alteration in a timely manner if a previously announced testing schedule changes, provide a reasonable explanation for the change, and inform test takers of the new schedule. If there is a change, reasonable alternatives to the original schedule will be provided. 

· Inform test takers prior to testing about any anticipated fee for the testing process, as well as the fees associated with each component of the process, if the components can be separated. 

· Know how to select the appropriate test for the intended purposes.

· When testing persons with documented disabilities and other special characteristics that require special testing conditions and/or interpretation of results, have the skills and knowledge for such testing and interpretation. 

· Provide reasonable information regarding their qualifications, upon request. 

· Insure that test conditions, especially if unusual, do not unduly interfere with test performance. Test conditions will normally be similar to those used to standardize the test. 

· Provide candidates with a reasonable amount of time to complete the test, unless a test has a time limit. 

· Take reasonable actions to safeguard against fraudulent actions (e.g., cheating) that could place honest test takers at a disadvantage. 

· Normally only engage in testing activities with test takers after the test takers have provided their informed consent to take a test, except when testing without consent has been mandated by law or governmental regulation, or when consent is implied by an action the test takers have already taken (e.g. such as when the test taker has applied for a license and the test is required by law to obtain the license). 
· Explain to test takers why they should consider taking voluntary tests. 

· Explain, if a test taker refuses to take or complete a voluntary test, either orally or in writing, what the negative consequences may be to them for their decision to do so. 

· Promptly inform the test taker if a testing professional decides that there is a need to deviate from the testing services to which the test taker initially agreed (e.g., should the testing professional believe it would be wise to administer an additional test or an alternative test), and provide an explanation for the change. 

· Interpret test results in light of one or more additional considerations (e.g., disability, language proficiency), if those considerations are relevant to the purposes of the test and performance on the test, and are in accordance with current laws. 

· Provide, upon request, information to test takers about the sources used in interpreting their test results, including technical manuals, technical reports, norms, and a description of the comparison group, or additional information about the test taker(s). 

· Provide, upon request, recommendations to test takers about how they could improve their performance on the test, should they choose or be required to take the test again. 

· Provide, upon request, information to test takers about their options for obtaining a second interpretation of their results. Test takers may select an appropriately trained professional to provide this second opinion. 

· Provide test takers with the criteria used to determine a passing score, when individual test scores are reported and related to a pass-fail standard. 

· Inform test takers, upon request, how much their scores might change, should they elect to take the test again. Such information would include variation in test performance due to measurement error (e.g., the appropriate standard errors of measurement) and changes in performance over time with or without intervention (e.g., additional training or treatment). 

· Communicate test results to test takers in an appropriate and sensitive manner, without use of negative labels or comments likely to inflame or stigmatize the test taker. 

· Provide corrected test scores to test takers as rapidly as possible, should an error occur in the processing or reporting of scores. The length of time is often dictated by individuals responsible for processing or reporting the scores, rather than the individuals responsible for testing, should the two parties indeed differ. 

· Correct any errors as rapidly as possible if there are errors in the process of developing scores. 

· Insure that records of test results (in paper or electronic form) are safeguarded and maintained so that only individuals who have a legitimate right to access them will be able to do so. 
· Provide test takers, upon request, with information regarding who has a legitimate right to access their test results (when individually identified) and in what form. Advise test takers that they are entitled to limit access to their results (when individually identified) to those persons or institutions, and for those purposes, revealed to them prior to testing. Exceptions may occur when test takers, or their guardians, consent to release the test results to others or when testing professionals are authorized by law to release test results. 

· Keep confidential any requests for testing accommodations and the documentation supporting the request. 

· Inform test takers how they can question the results of the testing if they do not believe that the test was administered properly or scored correctly, or other such concerns. 

· Inform test takers of the procedures for appealing decisions that they believe are based in whole or in part on erroneous test results. 
· Inform test takers, if their test results are under investigation and may be canceled, invalidated, or not released for normal use. In such an event, that investigation should be performed in a timely manner. The investigation should use all available information that addresses the reason(s) for the investigation, and the test taker should also be informed of the information that he/she may need to provide to assist with the investigation. 

· Inform the test taker, if that test taker's test results are canceled or not released for normal use, why that action was taken. The test taker is entitled to request and receive information on the types of evidence and procedures that have been used to make that determination. 

Financial System

Standards for cost tracking* (
Billing Process*
Billing policy for late cancellations and no shows
· A Late Cancellation for an AzGU course is a cancellation that occurs two or less business days from the start date of the training. 

· A No Show is an individual who failed to attend a course for which he/she was registered.  

· AzGU will charge a Late Cancellation/No Show fee of $75 regardless of the cost of the training.

· With approval of AzGU, agencies may substitute eligible participants in an AzGU course in lieu of paying a Late Cancellation/No Show fee.  

· The AZGU Late Cancellation/No Show policy will be made known through a message at the time of registration or cancellation on-line.  If the enrollment/cancellation is by phone, the person handling the transaction will inform the caller of the policy.  The late cancellation/no show policy will also be included in the confirmation letter/message.

· The billing policy for courses provided by other agencies will be established by the providing agency. 

· The providing agency must alert a user to the billing policy prior to or at the time of registration. 

· An agency may arrange to do this through STARS by requesting AzGU to display a billing policy message when registration and/or cancellation transactions are being performed for one of their courses.

Payment processing

Testing Center

· The Test Center Manager/Proctor is the “cashier” for receiving testing fees and for handling the Change Fund at the Test Center. 

·  There will always be a “back-up cashier” designated for the Test Center.

· The Manager will begin each day’s testing with a cash balance of $200 in the Testing Center Change Fund.  The “back-up” cashier will have a second Change Fund of $200.  The Manager and “back-up” are each responsible for ensuring the accuracy of this/her fund’s balance prior to opening the Testing Center.  At no time will the two funds be intermingled.  

· The Manager and “back-up” may accept cash, check, or money order from the constituent for payment of fees for testing.
· With prior arrangement at the time of reservation for testing, the Manager and back-up may accept an Electronic Fund Transfer (ETF) or an agency Purchase Order (P.O.). 
·  The Manager and back-up will not accept traveler’s checks or credit cards.  
· All checks will be endorsed with the stamp “For Deposit Only, Arizona Government University” immediately upon receipt. 

· The cashier will request and verify the identify of each constituent from a form of government-issued, picture Identification (ID) such as a driver’s license or passport with the payment to substantiate that the person taking the test is the person registered for the test.  

· The cahier will write the ID numbers on the check or money order.  
· The cashier will record the ID numbers on a pre numbered receipt for cash and will give a copy, upon request, to the constituent. 
· The cashier will enter the payment type, amount and all ID numbers into STARS.  
· The cashier will enter into STARS his/her personal identifier to record who handled the transaction.  

· The cashier will only accept money orders or check that are “first person,” for the correct amount, and are not post dated. 

· The cashier must ensure that the Change Fund is secured in his/her absence.  

· No testing may begin after 4 p.m. 
· No later than 4 p.m. the Manager will run the Daily Receipts Reports and provide the “back-up” cashier with his/her report.  Each will balance the amount and types of payment received against his/her report.  Each will sign the report.  Note: the signature is to affirm the accuracy of the report and to certify that no one else handled the cashier’s fund at any time during that day.  

· The Manager will prepare the deposit as follows:

· Gather all cashier receipts, keeping each cashier’s receipts separate.

· Verify that each check is endorsed
· Make copies of each cashier’s reports and all cash receipts.  All voided cash receipts must be included.  
· Batch each cahier’s cash receipts in numerical order. 
· Prepare a Batch Header (GAO-100) and the State Treasurer deposit slip (GAO-605).  Itemize each cashier’s cash and check amounts separately on the deposit slip. 
· Combine the amounts and itemize the denominations of currency on the GAO-606. 
· Place the cash and coin in one envelop and the checks in another. 
· Return $200 to each Change Fund to begin the next testing day. 

· If the payment was by Purchase Order that was accompanied by a transfer document, the Manager will make a copy of the P.O. and transfer document.  

· If the payment was by Purchase Order not accompanied by a transfer document, the Manager will make a copy of the P.O. and generate a bill from STARS.  The Manager will make a copy of the bill.

· The Manager will file all copies by date and give all originals and money to the Dean of Administrative Services no later than 4:30 p.m. 
· The Dean will
· Verify the amounts on the deposit slip against the amounts in the envelopes. 
· Seal the envelopes.  
· Take the deposit to GAO to be entered on-line into AFIS.  
· Take the money to the State Treasurer’s Office by 5 p.m. each testing day, unless the total is less than $10. 
· Amounts that are less than $10 will be added to the next deposit. 
· All effort should be made to deposit amounts over $500 daily. 
· Amount less than $500 may be deposited weekly or at the point the amount reaches $500.  
· Deposits not made on the day the payments are received will be stored in the locked cabinet for deposit on the next business day.  

· The State Treasurer’s Office will keep the first and second copies of the GAO-605.  The Dean of Administrative Services will staple the remaining copy, when received, to the day’s documentation. 
· The Dean will file the documentation, by date. 
· The Dean will log the daily amounts deposited into Quick Books.  

Administrative Office or Training Unit 

· When an event requiring the receipt of payment is anticipated to be handled by the AzGU Administrative Office or the Training Unit, administrative staff will set up a Change Fund.  The beginning balance in the Change Fund can be of any amount up to $500. 


· Administrative staff will follow all procedures described in the section above for processing Testing Center payments except administrative staff will complete balancing and preparing the deposit by 4:00 p.m. each day.

Processing Purchase Orders 

· The Dean of Administrative Services will take any purchase orders that are accompanied by a transfer document to the Department of Water Resources Accounting and Finance Office.

· The Dean Of Administrative Services will log the amount owed in Quick Books on any Purchase Orders received without a transfer document and will send the bill to the appropriate party.  

Cash receipt forms

· The Dean of Administrative Services will issue blocks of prenumbered cash receipts to the Test Center Manager and the “back-up” cashier(s).  The Dean will numerically control the receipts by recording to whom the receipts are issued.  The Dean will also record when each is used.  The Dean will periodically audit the unused receipts to ensure all are accounted for.  
Bad check policy
· As allowed by A.R.S. 44-6852, AzGU will charge a fee of twenty-five dollars plus any actual charges assessed by the financial institution for payment of testing fees with a back check.

· The Dean of Administrative Services will issue a bill to the test taker for the amounts owed. 
 

· The Dean of Administrative Services will notify the test-taker and the licensing agency that the test results are “void” until payment has been received from the test taker; no further testing will be allowed by the test taker for any test administered by AzGU until payment has been received.  

· If payment has not been received within 90 days of the date the test was taken, AzGU will forward the debt to the Arizona Department of Revenue for offset against future tax refunds of the test taker.  

Transfer of funds to agencies, boards or commission

· At the end of each month, the Dean of Administrative Services will:

· Run the testing activity report

· Prepare transfer of funds to the appropriate Agency/Board/Commission based on the report

Transfer of testing results to agencies, boards or commissions
· As soon as a test is scored, the Test Center Manager/Proctor will post the testing results to the AZGU ftp:// site in the appropriate Agency, Board or Commission’s folder.  The Test Center Manager will also e-mail the results to the identified Agency, Board or Commission contact person.  

Managing Tests for Courses 

· Each new class that has a test associated with it will have a test on file, and the test plus materials will be checked out from the Testing Center prior to the class and returned just after the class is finished.

· The Instructor is expected to sign out and sign in the tests and testing materials.
· When tests and answer keys, etc., are not in use, they will be kept in a locked file in the Testing Center.

· The items that will be given to the instructor will be:

· End of Course Examination—Instructor Copy(includes test questions and rational for each answer)

· End of Course Examination for Students—30 numbered copies (Each participant is to indicate his/her name and the test booklet number in upper left-hand corner of the Scantron Answer Sheet. At the end of the test, have each student hand in the test booklet and Scantron sheet together.  Be sure that ALL tests are accounted for BEFORE class is dismissed.)

· Master Answer Key for hand scoring

· Red Pen for scoring

· Scantron Answer Sheets (Please indicate how many you need.)

· After tests have been administered, instructors will 
· Grade all tests and put the correct number of points received out of the total number available at the top right of the Scantron answer sheet (i.e., 23/25).  

· Check all test booklets to be sure none have been damaged, written on, or torn.  If a booklet needs to be shredded, fold it in half and notify the Test Center Manager

· Arrange the test booklets in ascending numerical order.  (1 to 30)

· Return the:

· Instructor Copy

· 30 Examination booklets

· Master Answer Key

· Red pen

· All of the graded Scantron Answer Sheets

Training Vendor information system

Vendor Eligibility (
· Any vendor that has a current contract to provide training or education products/services to Arizona State Government employees and/or agencies may connect information about their training products/services to the STARS website. 
· AzGU will determine the manner in which the vendor may be connected to the website.  
Vendor Tracking (
· When a training vendor is used within Arizona State service, the vendor evaluation instruments will be used to collect performance data. 
· Vendor performance data will be posted within STARS by the agency using the vendor.  
· An agency many request that AzGU compile and enter the vendor data into STARS.  
· Vendors will appear on the list in order of scores.  All vendors start with a score of 100.  This means that unused vendors will always appear at the top of the list.  As vendors receive actual performance scores, they will appear on the list in sequence of their actual scores.  

Miscellaneous policies
Documentation Retention schedule

· All original records including signed rosters, tests or other documentation verifying training attendance and status of completion will be retained for a period of 36 months from the date of completion of the training course. 
· Records will be filed by course number and then by date.  

· Documentation of the course content will be kept indefinitely. 

· Elect ronic records will be kept indefinitely.

Developing an AzGU training schedule

· The AZGU training schedule will be developed and posted quarterly on the STARS system at least 10 working days before the beginning of the new quarter.     

Waitlist Policy
· Persons will be given seat in an AzGU training class on a first come-first-served basis.

· If a person is one of the top three persons on the wait-list, the person may attend the class on a stand-by basis. 
· If attendees have not arrived within 15 minutes of the published start time of the class, their slots may be given to persons on stand-by. 
· If a person calls ahead and alerts AzGU that he will be late, AzGU will hold the slot for up to 30 minutes.  

Appendix 

Release forms

Arizona Government University
Phoenix, Arizona

MINOR CHILD DIGITAL RESOURCE WAIVER AND RELEASE FORM

I, _________________________________, am the parent and/or legal guardian of ___________________________.  I authorize Arizona Government University to use my minor child’s image and/or voice and/or words in video, photographic, and computer-generated presentations as a part of electronic course delivery for the department of ______________________,  hereinafter collectively referred to as “digital resources”.

I hereby release and hold harmless the State of Arizona and Arizona Government University, or the officers, administrators, employees, and the producers from any and all liability in connection with the production, distribution, and marketing, including but not limited to retail sales of the digital resources, in whatever form and through whatever media.

On behalf of my minor child and myself, I hereby cede any and all rights, title, and interest in the digital resources to which we may be entitled by law to the Arizona Government University.

I agree to make no claim for compensation for the uses of my minor child’s image and/or voice and/or words in the production, distribution, marketing, and/or other activities related to the digital resources.

I have read this minor child waiver and release form and accept the terms and conditions set forth herein.

__________________________________

________________________________

(Witness)





(Parent of Legal Guardian)

__________________________________

_________________________________

(Date)






(Date)
Arizona Government University
Phoenix, Arizona

RELEASE

I, _________________________________ authorize Arizona Government University to use my image and/or voice and/or words in video, photographic, and computer-generated presentations as a part of electronic course delivery for the department of ______________________,  hereinafter collectively referred to as “digital resources”.

I hereby release and hold harmless the State of Arizona and Arizona Government University, officers, administrators, employees, and the producers from any and all liability in connection with the production, distribution, and marketing, including but not limited to retail sales of the digital resources, in whatever form and through whatever media.

I hereby cede any and all rights, title, and interest in the digital resources to which I may be entitled by law to Arizona Government University.

I agree to make no claim for compensation for the uses of my image and/or voice and/or words in the production, distribution, marketing, and/or other activities related to the digital resources.

In executing this release, I certify that I am eighteen years or older.

__________________________________

________________________________

(Witness)





(Participant)

__________________________________

_________________________________

(Date)






(Date)
Testing Center Questions

1.    
How many tests does your agency provide? 

  
Name of the tests:

_____________________________

_____________________________

Are there special test considerations? Example: Will the test(s) have different levels of difficulty? Will the test(s) have sub-sections? Will there be different editions of the test(s)? (Can the student take a break after a section)?

2. Will there be time limitations on the tests? ____Yes ____No

3. Does each test given have the same time limitations? ___Yes ___No

4. Will there be different scoring variations for different tests? ___Yes ___No (Example: one test could have more true/false questions, or fill in the blanks).

5. If a student fails a test, can they re-take the test? ___Yes ___No

6. If they retake the test, do they need to take a different test? ___Yes ___No How long does the student have to wait before he can re-test?

7. Will the students have the choice of taking a paper or computer test?

(Same test, different method). ___Yes ___No

8. What is the passing grade for each test?

9. What will the test volume be in a given month? ____ Does it fluctuate? ___Yes ___No If so what would be the busiest month, day?

10. Would you allow on-line testing? ___Yes ___No

11. How would you like the test results reported to you?(Check preferred option).

 Postal_____          On-line____

 Email _____

12. What happens if there is testing misconduct? Explain.

13. Do you allow any open book testing? ___Yes ___No

14. Would the student contact you to set up the testing appointment (Appointments may be necessary due to limited seating) or us? ___Yes ___No

15. If there are multiple tests given, how will we know what test to give the student?

16. Do tests expire? ___Yes ___No

17. Will each test be assigned an identification number for tracking purposes? ___Yes ___No

18. Do you want AGU to give the student the results or do you want your agency to inform them? ___Yes ___No

19. Who is authorized to give the tests? Based on what criteria?

20. Are your tests standardized? If so, who do you purchase them from and what is the cost?

21. If your tests are prepared by your agency, what standards are used?

22. If student authorization is needed; who is giving that?

23.  If the students have questions, whom do we refer them to?

24. How will the student or agency pay? What type of payment arrangement will work for you?

25. What happens if an appointment is made and no one shows up? What is your no show procedure? Are no shows charged a fee?

26. How do we verify identification with the student testing?

27. Can the students use their notes? ___Yes ___No

28. What happens if a student leaves in the middle of a test? Can he/she come back and pick-up where they left off? ___Yes ___No

Validity

Construct validity is the extent to which the test item correlate with factors or variables with which it should correlate (e.g. if the person does well on a test item assessing his “people orientedness” and the person also shows a high success rate in working with people on the job.) and the extent to which it does not correlate with factors with which it should not correlate. These are called convergent validity and discriminant validity respectively.  
Construct validity requires identification of general mental and psychological traits believed necessary to successful performance of the job in question.  Construct validity may be assessed based on: subject matter experts’ judgement that the test item content directly relates to the area of interest; an analysis of the internal consistency of the survey using Cronbach’s coefficient alpha with a coefficient alpha of .80 or greater; feedback from the test users regarding the “goodness” of the test item; and/or a statistical analysis (e.g. convergent, discriminant, and factor analysis) that will provide information on what the test item is measuring and how well it is doing so.  


Criterion-related validity is the degree to which the score on a test predicts the individual's score or performance in some other area.  For example: if correlated, a test of scholastic achievement can be used to predict job success.  In predictive validity, we assess the test’s ability to predict something it should theoretically be able to predict.  For instance, we might theorize that a measure of math ability should be able to predict how well a person will do in an engineering-based profession.  We could give our measure to experienced engineers and see if there is a high correlation between scores on the measure and their salaries as engineers. A high correlation would provide evidence for predictive validity -- it would show that our measure can correctly predict something that we theoretically think it should be able to predict.   A test is generally considered related to the basic work behavior requirements when the relationship between test performance and job behavior is statistically significant, that is, high enough to have a probability of no more than 1 in 20 to have occurred by chance.


In addition to the American Psychological Association guidelines, tests used by licensing and certification boards or employers using the tests to place restrictions on the recruitment or hiring of workers must follow the Standards established by the Uniform Guidelines on Employee Selection Procedures (1978).   Tests used for these purposes must not have an adverse impact on the job opportunities of women and minorities unless they can be justified as being necessary to the safe and efficient operation of the employing business.   Adverse impact on a racial, ethnic or sex group may be determined by applying a four-fifths or 80 percent rule of thumb.  A test “pass rate” for any race, sex, or ethnic group which is less than four-fifths (or 80%) of the rate for the group with the highest rate will generally be regarded as evidence that the test is having an adverse impact.  Test users must maintain records showing information on adverse impact.  Adverse impact determinations should be made at least annually for each race, sex, or ethnic group that constitutes at least two percent of the labor force in the area.  The information should be collected for at least two years after any adverse impact has been eliminated.  The use of English language tests for jobs that do not require language skills is usually considered to have adverse impact.  Also, the use of specialized language in a test, such as trade jargon, is usually considered to have an adverse impact to protected groups who have been traditionally excluded from employment positions where they could become familiar with the language.  

Whenever possible, validation studies should attempt to include basically the same racial, ethnic and educational makeup as the group going to take the test.  The group should be large enough that it can be shown to be representative of individuals in the labor market who are likely to take the test.  

If established for credit would fit in: 


(High School level


(Community College level


(


(Upper Division College level


(


(Post Graduate level


(











� The curriculum must be approved by the Curriculum Committee if it is to be assigned an AZG course number and established for college credit.   


� .  A track is a sequence of required or recommended experiences.  For example: A certification program may consist of one or more tracks. At certain points in the track, testing is required. In some cases many tests must be passed before a certification is awarded.


� The procedures for this process are still evolving with the colleges


� See The Standards for Educational and Psychological Testing, 1999, developed jointly by the American Educational Research Association, American Psychological Association, and National Council on Measurement in Education.,
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