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Preface

This guide provides continuity for writers/managers of Career Development Courses (CDC), Professional Military Education distance learning programs (PME), and Specialized Courses (SC) to process Test Item Challenge reports in a consistent and standardized manner. It is arranged sequentially to reflect the activities taken by course writers to receive, process, close, and manage test item challenges.

The procedures contained in this document serve as prescriptive guidance for course writers and for AU/A4L personnel. Adherence to these procedures by all parties will ensure test item challenges (and any resulting course or test adjustments) are processed properly and in a timely manner. These procedures augment the guidance provided in section 5-3 of the Guide for Authors: Standards for Course Development, Seventeenth Edition (dated 2006). The “guide” is available for download from the HQ AU/A4L website at:  http://www.au.af.mil/au/afiadl/curriculum/guide/guide06.pdf
Recognizing that future changes and upgrades in technology or other situational factors can present unique challenges on occasion, deviations from these procedures may be necessary but should be held to a minimum and by exception only. The intent of using test item challenges is to improve applicable course exams and other course materials (course text, unit review exercises, etc.).
Where do these test item challenges come from?
Good question! It’s important for course writers to know the origin of test item challenges and why they’re being sent to them for action.

When students take course exams at their servicing Education Services Office or Base Training Office, they’re more likely to take their exams electronically (using E-exam) rather than by traditional paper-and-pencil methods. When paper tests are administered, students challenge test items after the testing session is complete by filling out an AU Form 17 (with the assistance of the test proctor). These forms were then sent to AU A4/6 via mail, email, or fax. On the other hand, students taking their tests electronically must submit their test item challenges DURING the testing session (soliciting the assistance of the proctor if needed). As soon as the student “exits and scores” their test, their test data (including the item challenges) is stored and the test is returned to its “locked” status (ensuring test security is maintained). The test data (including item challenges) is then transmitted from the testing facility to AU A4/6. On a weekly basis, the test item challenges are exported from the E-exam server into a separate Test Item Challenge database. Each item is tracked as an “action item” in the database until closed by course writers or other responsible managers. Periodically, test item challenge reports are generated for each course and sent to the applicable course writers for processing.
Why are test item challenges being sent to me?

The test item challenges contained in these reports serve as one form of feedback to course writers and may (or may not) indicate change is needed to course exams and/or course text. Students may identify problems with test items that would otherwise go unnoticed (i.e., typographical errors, conflicts between course text and test, multiple correct answers, etc.) in other feedback products (Test Item Analyses, Course Analysis Report, Student Satisfaction Survey, etc.). 
I. Receiving Test Item Challenge Reports
Let’s briefly define the different products you should RECEIVE that make up the entire Test Item Challenge package.
1. Cover Letter from A4LOC – This memo briefly describes the origination and disposition of test item challenges and provides you with a point of contact (POC) for issues related to the test item challenge report.

2. Test Item Challenge Report – Each report is typically generated by course number. Groups all of the challenges for each test item together (to help show trends) and sorts them in test item number sequence. You may notice that several edit codes of the test are included in the same report. These reports are generated in a Snapshot Viewer format; they should open for viewing when you double-click on the file. (See an example on page 8 of this document.)
3. E-exam Correlation Sheet - These correlation sheets associate each E-exam test item number (three-element identifier as listed on the report) to the test item numbers in the paper version of the test. Also notice that the edit code of the test immediately follows the title at the top of the correlation sheet. (See an example on page 9 of this document.)
4. Corrective Actions Sheet – This is a word processing document that you will use to document corrective actions for each test item challenge. Once you’ve filled in a response for each challenge, you will send this document back to the POC at AU/A4LOC.
Course writers should receive all of the above products electronically (via Email) as a “package” of attachments. Adequate security precautions should be observed when electronically sending files containing portions of (or entire) test items.  Use digital signatures, encryption, and/or other means to prevent potential test compromise situations.
II. Processing Test Item Challenge Reports
Course writers should take the following actions to PROCESS Test Item Challenge Reports received from AU/A4L.
1. Obtain (from your local files) the paper version of the applicable course exams, the corresponding course texts, and the corresponding validation reports.
2. Use the E-exam item number on the challenge report and the correlation sheet to look up the test item on the paper version of the test. If needed, refer to the validation report to find the LO number associated with the test item and look up the corresponding course text.
3. Evaluate the merits of each challenge to determine if a change is needed to the course exam and/or URE and/or course text. See table at the top of page 5-24 in the Guide for Authors for preferred actions that should be taken to correct specific types of problems. Typical actions may include:

a. Delete test item.

b. Rekey test item.

c. Minor pen-and-ink changes to test item (stem, responses, etc.).

d. Amend course text (errata).
e. No action necessary.
4. If you determine test items require some sort of change, identify whether or not the test items are also used as Unit Review Exercise (URE) items.
5. Prepare and submit (to HQ AU/A4LOC) changes to the applicable test items. Please submit URE and/or CE items separately IAW the Guide for Authors, Appendix B. As a matter of convenience, consider copying/pasting pages 11 and/or 12 of this document for submission of your course exam item and/or URE item changes (fill-in-the-blanks as needed).
6. If you determine course texts require some sort of change, prepare and submit (to HQ AU/A4LOC) changes to the text IAW the Guide for Authors, Appendix B as appropriate. As a matter of convenience, consider copying/pasting page 13 of this document for submission of your course text changes (fill-in-the-blanks as needed).
III. Closing Test Item Challenges

Course writers should take the following actions to CLOSE Test Item Challenges that are listed on the report:
1. Open the Corrective Actions Sheet and document the appropriate actions that should be taken to manage each of the test item challenges listed on the Corrective Actions Sheet. Examples include:
a. Closed. Please include a “closed date”.

b. Open. Please include an “expected completion date”.
2. Also annotate actions you have taken, actions you are continuing to take, or that no actions are needed for each test item challenge listed. Please be as brief as possible in describing these actions.

3. Once a status update has been annotated for each challenge listed in the report, send the Corrective Actions Sheet to HQ AU/A4LOC electronically (via Email). This office is responsible for closing out entries in the Test Item Challenge database.
4. Provide periodic updates to HQ AU/A4LOC on test item challenges that remain in an “Open” status until they are eventually resolved.

IV. Managing Test Item Challenge Data
Course writers should take the following actions to MANAGE Test Item Challenge data.
1. Retain the Test Item Challenge Reports, as well as records of actions taken as a result of the challenges, as an integral part of course feedback documentation.

2. Some of the information provided by students in their challenges might lead to a potential test compromise if unauthorized personnel were to gain access to it. Therefore, test item challenges should be afforded the same security measures assigned to course exams at the course writer’s location.

3. Course writers may need to refer to test item challenge data when drafting future revisions of a course. This data may prove very useful in determining test item selection and development. Course writers may also find this data useful when preparing for Utilization and Training Workshops (U&TW).
Example of Test Item Challenge Report


Active Test Item Challenges for Course 1A651

Test Title:
(CDC 1A651) Flight Attendant Journeyman (01)

E-exam Item #:
1680.28.1

Student Name:
Jones
Test Facility:
Andrews AFB, 207626405 5
Challenge ID:
070723-201

Date Tested:
6/18/2007
Test Version:
11/1/2004

Student Comments:
My official passport given at my squadron and used during overseas travel on official orders is green, but 

the CDC textbook answer is red.

AFIADL Notes:

Test Title:
(CDC 1A651) Flight Attendant Journeyman (02)

E-exam Item #:
1681.3.1

Student Name:
Chesni
Test Facility:
SCOTT, 622255408 3
Challenge ID:
070605-19

Date Tested:
6/3/2007
Test Version:
11/1/2004

Student Comments:
The CDC says Andrews AFB, MD but it changed in November 2006 to Lackland AFB, TX.

AFIADL Notes:

Student Name:
Jones
Test Facility:
Andrews AFB, 207626405 5
Challenge ID:
070723-199

Date Tested:
6/18/2007
Test Version:
11/1/2004

Student Comments:
The correct answer in the CDC booklet is Andrews, but the actual location of the school as of October 2006 

is Lackland AFB, TX.

AFIADL Notes:



Example of E-exam Correlation Sheet

Course Exam / E-exam Item Correlation Sheet
E-exam Test Title:  (CDC 1A651) Flight Attendant Journeyman (02)

E-exam Test Number:  1681

	Test #
	E-Exam Question


	Test #
	E-Exam Question


	Test #
	E-Exam Question


	Test #
	E-Exam Question


	1
	1681.1.1

	2
	1681.2.1

	3
	1681.3.1

	4
	1681.4.1

	5
	1681.5.1

	6
	1681.6.1

	7
	1681.7.1

	8
	1681.8.1

	9
	1681.8.2

	10
	1681.9.1

	11
	1681.10.1

	12
	1681.10.2

	13
	1681.11.1

	14
	1681.11.2

	15
	1681.12.1

	16
	1681.13.1

	17
	1681.14.1

	18
	1681.14.2

	19
	1681.15.1

	20
	1681.16.1

	21
	1681.16.2

	22
	1681.17.1

	23
	1681.18.1

	24
	1681.18.2

	25
	1681.19.1

	26
	1681.20.1

	27
	1681.21.1

	28
	1681.22.1

	29
	1681.22.2

	30
	1681.23.1

	31
	1681.24.1




Example of Corrective Actions Sheet

Corrective Actions Sheet:

Test Item Challenges for Course
1A651

This document should accompany a Test Item Challenge Report for a specific HQ Air University Career 

Development Course (CDC). Each test item challenge listed below is a record in a database that requires 

storage space and management. We need your help to closeout and purge test item challenge records that 

are no longer needed. After reviewing the test item challenges in the Report, course writers need to indicate 

(in the "Status Update" column on this document) actions that should be taken for each challenge item in the 

database. Examples include, but are not limited to:

      - Close this challenge record

      - Additional research needed

      - Request additional assistance

Once each challenge item below is annotated with a status update, e-mail this document to HQ AU/A4LOC so

 that we can take appropriate action in managing the test item challenge database. Submit changes to test 

items and/or course text separately.

(CDC 1A651) Flight Attendant Journeyman (01)

Challenge ID
E-exam Item #
Status Update (Close, Additional Research Needed, etc.)

070723
-
201
1680.28.1
___________________________________________________

(CDC 1A651) Flight Attendant Journeyman (02)

Challenge ID
E-exam Item #
Status Update (Close, Additional Research Needed, etc.)

070605
-19
1681.3.1
___________________________________________________


070723
-
199
1681.3.1
___________________________________________________

Changes to Course Examinations
Changes for CE                        – 900 –   

                [example:          1A651                         02  ]
	Challenge ID #
	Paper Item #
	E-exam Identifier
	Correction

	070605-19
	3
	1681.3.1
	Delete item.  [example]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


NOTE:
Use a separate page for each edit code of the test.
NOTE:
When complete, Email this document (as an attachment) directly to the following email addresses:

gail.gore@maxwell.af.mil and sandy.fortner@maxwell.af.mil with a Courtesy copy (Cc) to carrie.burks@maxwell.af.mil.

NOTE:
To prevent potential test compromise situations, use proper Email security (digital signature) and do not send courtesy copies (Cc) or blind courtesy copies (Bcc) to other parties.

NOTE:
For additional guidance on formatting and transmitting Supplemental Submissions, refer to the AFIADL Guide for Authors: Standards for Course Development, Appendix B.

Changes to Unit Review Exercises
Changes for URE                         –           –                , edit code   

                    [example:        2T375B               03            0612                             01  ]
	Page
	Item Number
	LO Number
	Correction

	2-3
	9
	406
	In the stem, change “soldier” to “solder.” [example]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


NOTE:
Use a separate page for unique volumes and edit codes of the course.

NOTE:
When complete, Email this document (as an attachment) directly to the following email addresses:

gail.gore@maxwell.af.mil and sandy.fortner@maxwell.af.mil with a Courtesy copy (Cc) to carrie.burks@maxwell.af.mil.

NOTE:
To prevent potential test compromise situations, use proper Email security (digital signature) and do not send courtesy copies (Cc) or blind courtesy copies (Bcc) to other parties.

NOTE:
For additional guidance on formatting and transmitting Supplemental Submissions, refer to the AFIADL Guide for Authors: Standards for Course Development, Appendix B.

Changes to Course Materials

Changes for Text:                      –         –              , edit code  

                         [example:         2T375B               03            0612                                01  ]
	Page
	Subject
	Line(s)
	Correction

	2-4
	
	26-29
	Change “You can keep... parts, place them...” to “Place the leftover parts...” [example]

	2-7
	017-10
	
	Delete. [example]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


NOTE:
Use a separate page for unique volumes and edit codes of the course.

NOTE:
When complete, Email this document (as an attachment) directly to the following email addresses:

gail.gore@maxwell.af.mil and sandy.fortner@maxwell.af.mil with a Courtesy copy (Cc) to carrie.burks@maxwell.af.mil.

NOTE:
To prevent potential test compromise situations, use proper Email security (digital signature) and do not send courtesy copies (Cc) or blind courtesy copies (Bcc) to other parties.

NOTE:
For additional guidance on formatting and transmitting Supplemental Submissions, refer to the AFIADL Guide for Authors: Standards for Course Development, Appendix B.

Edit Code of the Test





Test #�on paper version of the course





Three-element�E-exam item identifier





Three-element�E-exam item identifier





Edit Code of the Test





Challenge ID Number used on the Closeout Sheet





Instructions for Course Writers:


Processing


Test Item Challenges








Type in a Status Update for each test item challenge listed. Send the annotated document back to the POC at AU/A4LOC.





Multiple students may challenge the same test item
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