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Iowa GED Self-Assessment/Monitoring Tool 
Introduction

This document will help Iowa’s Adult Literacy GED programs to self-assess and be in compliance with GEDTS and Iowa’s guidelines. For those Community Colleges experiencing an on-site monitoring visit, the tool will be filled out and sent to the GED Administrator for Iowa before the date of the visit. The document can then guide discussion during the review. For those Community Colleges not scheduled for a visit during any program year, the form is to be filled out and a copy is to be sent to the GED Administrator. It is encouraged that filling out the form be a collaborative effort including GED Chief Examiner, Examiners and proctors. This will encourage review of the guidelines by all staff and an opportunity for all to provide input.
The Self-Assessment/Monitoring Tool includes many items to be reviewed and discussed among GED staff and assessed.  We realize that notes of explanation may be necessary and /or helpful.  Please feel free to add notes on additional pages referencing each item and page number.  This method will prevent the document from reaching an unmanageable length.
The Community College District GED Chief Examiner maintains administrative and district oversight for their respective contracted centers.  The Community College District GED Chief Examiner is the contact person for ensuring that all GEDTS policies and procedures are implemented and also ensuring that all GED test materials received and shipped to and from the official GED district test centers follow the policies and guidelines outlined in the 2008 GEDTS Policies and Procedures Manual.

Thank you for your hard work educating Iowa’s GED candidates.
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Helene Grossman

GED Administrator for Iowa

Iowa Dept. of Education, Division of Community Colleges and Workforce Preparation

400 E. 14th St.

Des Moines, IA 50319

515-281-3640

helene.grossman@iowa.gov
Certification and Assurance
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Certification and Assurance

I CERTIFY that, to the best of my knowledge, the information contained in the Iowa GED Test Center – Self-Assessment/Monitoring Form is true, accurate, and complete.  
Signature of Chief Examiner 










Date 














This cover sheet MUST be completed and submitted with the Self-Assessment/Monitoring Tool to the State GED Administrator before Feb. 26, 2009.  
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Self-Assessment Monitoring
Iowa GED Test Center – Self-Assessment/Monitoring Form

Community College________________________

Chief Examiner ______________________________

Date(s) of Submission __________ 
	Item #
	Reference in 2008 

Manual
	Item
	We do this
	We need to improve by…
	Monitoring Comments…

	
	
	Required Staff
	
	
	

	1. 
	1.5
	The GED staff consists of GED Chief Examiner, GED Examiner(s), and GED Proctor(s).
	
	
	

	2. 
	1.5
	GED test access is limited to above listed GED staff under the direct supervision of GED Chief Examiner or GED Examiner.
	
	
	

	3. 
	1.5
	Any teacher/instructor involved in GED preparation classes cannot be the GED Chief examiner, GED Examiner or GED Proctor.
	
	
	

	4. 
	1.5
	Support staff assigned to register students and/or assist with testing room preparation must receive training as GED Proctors. GED Proctors may only handle testing materials under the direct supervision of a GED Chief Examiner or GED Examiner.
	
	
	

	
	
	Qualifications of Examiners and Proctors
	
	
	

	5. 
	1.7
	GED Chief Examiner has at least a bachelor’s degree from an accredited institution and experience in teaching, training, counseling or testing.
	
	
	

	6. 
	1.7
	GED Examiners have at least a bachelor’s degree from an accredited institution or an associate’s degree and at least three years’ experience in test administration and have experience in teaching, training, counseling, or testing.
	
	
	

	7. 
	1.7-2
	Chief and GED Examiner(s) only administer the test after training.
	
	
	

	8. 
	1.7-2
	Chief and GED Examiner(s) are approved by GED Administrator and GEDTS.
	
	
	

	9. 
	1.7-2
	GED Chief Examiner attends annual state training.
	
	
	

	10. 
	1.7-3
	Proctor(s) have a high school or GED diploma (certificate).
	
	
	

	11. 
	1.7-3
	Proctor(s) are not permitted to conduct a testing session and always work under direct supervision of the GED Chief Examiner or GED Examiner.
	
	
	

	12. 
	1.7-3
	Proctor(s) selected by Chief Examiner and approved by GED Administrator
	
	
	

	
	
	General Responsibilities of GED Chief Examiner and GED Examiner(s)
	
	
	

	13. 
	1.8-1
	Manage and oversee a high-quality testing program at official GED testing centers that ensures access for all qualified candidates and ensures the integrity of the GED Tests and their administration.
	
	
	

	14. 
	1.8-1
	Comply with all state policies and procedures.
	
	
	

	15. 
	1.8-1
	Ensure that all staff members under their supervision comply with the contractual obligation to follow the policies of the GED Testing Service Policies and Procedures Manual.
	
	
	

	16. 
	1.8-1
	Respond to the needs of the community and comply with all applicable legal requirements relating to the activities of official GED testing centers.
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	Specific Responsibilities of GED Chief Examiner At Beginning of a Contract Year
	
	
	

	17. 
	1.8-2
	The GED Chief Examiner will:

· Sign the GED Annual Contract (Form L-1) and the Test Security Memorandum, (Form L-27) and obtain the signatures of the chief administrative officer and the GED Examiner(s). 

· Place order and arrange for prompt payment for all testing materials. 

· Create and implement a written receiving plan for secure testing materials and train all official GED testing center staff members to follow the plan. 

· Upon receipt from the GED Testing Service, immediately inventory and place into secure storage all secure testing materials as soon as possible. 

· Develop a written, GED-specific emergency plan (see Section 3.11 of this manual), and train all official GED testing center staff members.
	
	
	

	
	
	Specific Responsibilities of GED Chief Examiner Throughout Contract Year
	
	
	

	18. 
	1.8-2
	Select, train, and monitor GED Examiners and GED Proctors.
	
	
	

	19. 
	1.8-2
	Administer complete battery of GED Tests no fewer than four (4) times each year, unless the official GED testing center administers GED Tests fewer than four times per year
	
	
	

	20. 
	1.8-2
	Inventory and check the condition of all secure testing materials when received from the GED Testing Service; prepare a written inventory at the beginning and end of each testing session and on a monthly basis when the tests are not in use.
	
	
	

	
	
	Responsibilities of GED Chief Examiner and GED Examiner(s) Throughout Contract Year
	
	
	

	21. 
	1.8-2
	Adhere to GEDTS policies regarding preparing and submitting GED testing materials for scoring.
	
	
	

	22. 
	1.8-2
	Report test results to GED candidates in a timely, confidential manner.
	
	
	

	23. 
	1.8-2
	Inform the GED Administrator of all disruptions or suspicious events that take place during any testing session promptly and in writing, by using a Report of Testing Irregularity (Form L-40).
	
	
	

	24. 
	1.8-2
	Conduct investigations into test compromises and testing irregularities.
	
	
	

	25. 
	1.8-2
	Schedule and publicize testing sessions for the local community.
	
	
	

	26. 
	1.8-2
	Make information about accommodations available and provide accessible testing with approved accommodations for GED candidates with disabilities.
	
	
	

	27. 
	1.8-2
	Attend all examiner meetings sponsored by the jurisdiction.
	
	
	

	28. 
	1.8-2
	Cooperate in research/surveys sponsored by GED Testing Service or GED Administrator.
	
	
	

	29. 
	1.8-2
	Provide information about the GED Tests to civic groups, adult educators, and high school counselors.
	
	
	

	30. 
	1.8-2
	Implement local initiatives (e.g., GED graduations, GED awards ceremonies, and GED free testing days).
	
	
	

	31. 
	1.8-2
	Send clippings of local program press coverage of the local program to the GED Administrator.
	
	
	

	32. 
	
	Be aware of the institution’s hazardous waste policy, location of first aid kit and any necessary drill protocols.
	
	
	

	
	
	Responsibilities of the GED Chief Examiner At the End of Each Calendar Year
	
	
	

	33. 
	1.8-2
	Inventory and return all secure GED Testing materials to the GED Testing Service no later than 30 days after the end of the contract year.
	
	
	

	34. 
	1.8-2
	Use that contract year’s picking plan to validate all secure materials being returned.
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	Specific Responsibilities of GED Chief Examiner and GED Examiner(s) During Test Administration
	
	
	

	35. 
	1.8-2
	Verify the identity and eligibility of each GED candidate.
	
	
	

	36. 
	1.8-2
	Maintain testing surveillance logs, seating charts, and other documentation as required.
	
	
	

	37. 
	1.8-2
	Maintain the security of all GED testing materials.
	
	
	

	38. 
	1.8-2
	Prepare a written inventory of all secure testing materials used during each test administration and maintain the inventory documentation in the permanent secure storage area.
	
	
	

	39. 
	1.8-2
	Conduct testing sessions in accordance with GED Testing Service Policies and Procedures Manual and in any supplemental memorandums from the GED Testing Service or from the Iowa GED Administrator.
	
	
	

	40. 
	1.8-2
	Control testing sessions by following all GED Testing Service policies and procedures for conducting a testing session under standard conditions or, when appropriate, with accommodations for candidates with disabilities. 
	
	
	

	
	
	Responsibilities of GED Proctors
	
	
	

	41. 
	1.8-3
	Walk the testing area and observe that candidates are:

· Working in the correct sections of test booklets or answer sheets.

· Marking the answer sheets and booklets correctly and NOT marking in the test booklets.

· Not colluding, cheating, or committing any other improprieties or irregularities.
	
	
	

	42. 
	1.8-3
	Promptly alert the GED Chief Examiner or Examiner to any irregularities.
	
	
	

	43. 
	1.8-3
	Maintain the test surveillance log and seating chart.
	
	
	

	44. 
	1.8-3
	Assist with testing accommodations, as requested by the GED Chief Examiner or Examiner.
	
	
	

	45. 
	1.8-3
	GED Proctors may assist in distributing and picking up materials during testing.
	
	
	

	
	
	Staffing Policy Requirements for Staffing an Official GED Testing Center
	
	
	

	46. 
	1.9
	One GED Examiner and one GED Proctor are present at a test administration for 20 or fewer candidates. For each additional 20 candidates, an additional staff person (GED Examiner or GED Proctor) should assist with the test administration.
	
	
	

	
	
	Procedures for Appointing/Changing Staff Members at an Official GED Testing Center
	
	
	

	47. 
	1.10
	The GED Chief Examiner must request and receive approval for a new GED Examiner from the GED Administrator using Form L-10 before the new Examiner is permitted to administer the GED Tests.
	
	
	

	48. 
	1.10
	New GED Chief Examiners and GED Examiners shall not conduct any testing until the GED Testing Service has received written acknowledgment of their appointment and after they have completed training.
	
	
	

	49. 
	1.10
	GED Proctors approved by the GED Administrator may not assist with test administration until they have completed training.
	
	
	

	
	
	Institutional Requirements
	
	
	

	50. 
	2.3-1
	The testing program staff shall comply with all applicable state, federal, provincial, and local laws and regulations.
	
	
	

	51. 
	2.3-1
	The testing fee, if any, shall be reasonable and reflect locally prevailing charges, especially when the rate is not mandated by the jurisdictional agency.
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	52. 
	2.3-1
	Provision of suitable physical facilities:

· Secure area in which GED testing center staff can work.

· Dedicated secure storage for all GED testing materials.

· Quiet, clean, comfortable, well-lit testing rooms.

· Adequate seating space to discourage copying or collaborating.

· Chairs, seating, desks, and writing surfaces suitable for adults.

· Space accessible and conducive to candidates with disabilities.

· A testing environment free of distractions/interruptions.
	
	
	

	53. 
	2.3-1
	Provision of full testing support services:

· Commitment to the values and traditions of the GED Testing Program.

· Convenient testing schedules based on community needs.

· Written emergency plan for handling testing interruptions and irregularities.

· Information to help candidates make informed decisions about GED testing.

· Detailed and accurate recordkeeping.

· Accessibility and availability of information on test accommodations for GED candidates who have disabilities.

· Conduct outreach and marketing activities.
	
	
	

	
	2.3-1
	Cooperation with the GED Testing Service:

· Data provided as requested for research.

· Prompt payment of all invoices (within 30 days).
	
	
	

	54. 
	2.3-1
	Assurance of test security:

· Full compliance with all policies and procedures listed in the GED Testing Service Policies and Procedures Manual.

· Immediate notification by GED Administrator and GEDTS when test compromise is identified.

· Prompt return of all restricted testing materials at the end of the contract year.

· Commitment to conduct all required inventories.

· Training for all GED testing center staff on the center’s customized written emergency plan and plan for receiving secure materials.
	
	
	

	
	
	Establishing and Implementing Addendum Testing Sites
	
	
	

	55. 
	2.4, 2.6
	The GED Chief Examiner follows procedures and may request approval from the GED Administrator for a transportation addendum (Form L-25) to the annual contract to allow the GED Chief Examiner and GED Examiner to transport test booklets to an approved site and conduct testing at this site.
	
	
	

	56. 
	2.5
	GED Tests are administered only at official GED testing centers or alternate sites as approved by the jurisdictional GED Administrator and GEDTS and reflected on the annual contract.
	
	
	

	57. 
	2.7
	Only GED Chief Examiners or GED Examiners may transport secure materials to an approved addendum test site. Secure materials shall be transported in a secure container and stored in a secure location.
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	58. 
	2.8
	Security procedures must be followed when transporting secure GED testing materials to an addendum site:

A) To ensure that no materials have been misplaced, a complete inventory of all secure testing materials must be conducted

· Before leaving the official GED testing center.

· Upon arrival at the addendum site.

· Immediately before and after administering the tests.

· Upon returning to the official site.

B) Secure materials may only be stored overnight with permission of GEDTS at approved sites and after completing Form L-26.
	
	
	

	
	
	Policies and Procedures for Operating an Official GEDTesting Center 
	
	
	

	59. 
	3.1
	The GED Chief Examiner follows the contract process:

· Reviews the annual contract packet for inaccuracies and notifies the GED Administrator if any corrections need to be made. 

· Signs the annual contract with the institutional chief administrative officer of each GED testing center.

· Completes and signs the order form. 

· Reads, signs, and initials the test security memorandum with each center’s GED Examiner 

· Returns completed contract packets to the GED Administrator for final processing.
	
	
	

	
	
	Ordering and Use of GED Tests
	
	
	

	60. 
	3.3
	The following policy is known and understood to all local GED Staff:

· The secure forms of all editions of the GED Tests (U.S. English, Canadian English, Spanish, French, Braille, audiocassette, and large print) are copyrighted by and are the sole property of the GED Testing Service of the American Council on Education. 

· The tests are available only for administration at official GED testing centers under the supervision of a GED Chief Examiner or GED Examiner and can be administered only to eligible persons who are to be tested in accordance with policies and procedures of GED Testing Service and the jurisdictional agency.
	
	
	

	61. 
	3.3-1
	Each test booklet can be administered a maximum of 15 times.
	
	
	

	62. 
	3.3-2
	Orders for additional testing materials are permitted during the contract year. The GED Chief Examiner must submit all reorders on the official order form to GEDTS.
	
	
	

	
	
	Receipt and Storage of Secure Testing Materials
	
	
	

	63. 
	3.4-1
	The GED Testing Service requires that the GED Chief Examiner of each official GED testing center prepare and maintain a plan for receiving and storing secure GED testing materials. This plan should outline the process from the point at which the GED Chief Examiner is notified of a shipment date of secure testing materials through receipt and storage of materials.
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	Shipment, Receipt, and Verification of Secure GED Testing Materials
	
	
	

	64. 
	3.4-1
	· The GED Chief Examiner or GED Examiner shall thoroughly inventory secure testing materials.

· The GED Testing Service will notify by e-mail each GED Chief Examiner at each GED testing center of the shipment date with a tracking number for all shipped materials. Based on this information, the GED Chief Examiner shall ensure that the shipment is tracked and shall contact the

· GED Testing Service and the Administrator of any concerns about the shipment or any unusual delays.

· Unless otherwise addressed in the receiving plan, the GED Chief Examiner or GED Examiner shall complete the following as soon as possible after receipt of secure testing materials:

· Inventory all materials.

· Check the shipment against the packing slip.

· Check the condition of the materials page by page.

· If the GED Chief Examiner finds errors or discrepancies in the shipment, he or she shall contact the GED Administrator and the GEDTS Assistant Director Test Security and Training as soon as possible.
	
	
	

	65. 
	3.4-1
	GED testing materials are shipped in secure white mailing containers which should be used to return the prior year’s materials back to the GED shipping warehouse by January 31.Empty containers should also be returned back to the warehouse.
	
	
	

	
	
	Storage of Secure GED Testing Materials
	
	
	

	66. 
	3.4-1
	The GED Chief Examiner shall store secure testing materials in permanent, dedicated, secure storage which may not contain items other than secure GED testing materials. The dedicated permanent storage container must be located in an area away from the testing room and out of sight of GED candidates at all times.
	
	
	

	67. 
	3.4-2
	The GED Chief Examiner and GED Examiners shall be the only persons to inspect, administer, or have access to the GED Tests.
	
	
	

	68. 
	3.4-2
	Proctors or other staff members may not have access to areas where secure testing materials are stored without direct supervision of the GED Chief Examiner or GED Examiner.
	
	
	

	69. 
	3.4-2
	The GED Chief Examiner and GED Examiners are directly responsible for safeguarding all secure testing materials at each GED testing center. The GED Chief Examiner and GED Examiners must follow procedures that protect the security of the GED Tests, the scored or partially used answer sheet, and the score report forms. (Any partially completed or fully completed answer sheets must be treated as secure testing materials.)
	
	
	

	70. 
	3.4-2
	Secure testing materials shall not be removed from the GED testing center except for:

· Return to the GED Testing Service at the close of the contract year, or

· As authorized by a valid addendum to the annual contract.
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	71. 
	3.4-2
	Secure testing materials must be stored in a sturdy, unmarked, locked storage unit. 

· The center’s GED Chief Examiner and GED Examiners must be the only person(s) with access to the keys or the combination to the lock. 

· The storage unit, which must be for the storage of GED secure materials only, must be a dedicated safe, a fireproof file cabinet, or a file cabinet that has an external steel bar lock which, when bolted to the cabinet, slides into place over the cabinet drawers and locks with a heavy-duty padlock or combination lock. 

· Under no circumstances may the secure materials be stored in any location that is accessible to unauthorized staff members.
	
	
	

	72. 
	3.4-2
	Inventory of testing materials: The GED Chief Examiner or GED Examiner must:

· Inventory all GED testing materials as soon as possible.

· Inventory all GED testing materials stocked at the center once a month.

· Inventory all GED testing materials removed from storage at a GED testing center before and immediately after each test administration.

· Inventories must be in writing and include:

· The date of inventory.

· A list of individual items.

· The signature of the GED Chief Examiner or GED Examiner who conducted the inventory.
	
	
	

	73. 
	3.4-2
	When GED Tests are transported to an approved addendum test site: 

· Arrangements must be made for secure temporary locked storage for as long as the secure materials are away from the GED testing center. 

· All GED Tests must be inventoried both before and after transport to the addendum site. 

· Off-site storage of secure testing materials overnight must have written approval of the GED Testing Service and the jurisdictional administrator.
	
	
	

	74. 
	3.4-2
	No secure testing material, other than answer sheets, is to be destroyed at the GED Testing Center or by the jurisdiction without prior approval of the GED Testing Service.
	
	
	

	75. 
	3.4-2
	All secure testing materials, other than answer sheets, must be returned to the GED Testing Service within 30 days of the end of the contract year, at the termination of the contract, or at any other time deemed necessary by the GED Testing Service or the GED Administrator. Under no circumstances may any batteries of GED Tests be retained more than 30 days beyond the end of the contract year.
	
	
	

	76. 
	3.4-2
	Once a GED candidate has marked on an answer sheet, that sheet is considered confidential and must be treated as secure testing material. Used answer sheets must be stored securely with GED test batteries and score report forms.
	
	
	

	77. 
	3.4-2
	Because completed answer sheets are secure testing materials, answer sheets must be transported to scoring sites under controlled conditions such as a secure electronic system or by a shipping system that uses tracking numbers and tracking procedures.
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	Return of Secure GED Testing Materials to the GED Testing Service
	
	
	

	78. 
	3.5
	The GED Chief Examiner must inventory all secure testing materials (test batteries and topic cards) and return them to the GED Testing Service within 30 days after the expiration of the contract year, or upon the request of the GED Testing Service or the GED Administrator.
	
	
	

	79. 
	3.5
	The GED Chief Examiner shall follow these steps:

· Thoroughly inspect and inventory all materials before packing to ensure that all materials are included. 

· Pack tests in order by battery serial number and group them by test form.

· Include Material Picking Plan and Inventory Return Sheet of returned materials in each white case.

· Forward a copy of the Material Picking Plan and Inventory Return Sheet, indicating the date and method of shipment with tracking numbers, to the GED Administrator.(A copy must be maintained in the GED testing center’s files.)

· Package test batteries and materials according to directions.

· Secure testing materials must be packaged and returned using the same plastic shipping containers in which the secure materials were shipped to the GED testing center with additional packing material (if needed) to secure test items in white containers. 

· Shipping containers must be secured with the official GEDTS-approved tamper-evident seal.
	
	
	

	80. 
	3.5
	If a test booklet is marked or damaged, or if a test booklet is unusable before it is used for a 15th administration, the booklet must be retired from use and retained in secure storage until all testing materials are returned to the GED Testing Service at the end of the contract year.
	
	
	

	
	
	Tests and Managing Testing Documents
	
	
	

	81. 
	3.6
	Test answer sheets and related forms should be prepared for delivery to the official GED Tests scoring site (electronically or by appropriate carrier) no more than five calendar days after completion of the testing session. Until these items are delivered, they must be stored in a secure manner similar to the GED Tests.
	
	
	

	82. 
	3.6
	Testing centers that scan answer sheets and related forms must keep all documents secure after scanning. 
	
	
	

	83. 
	3.6
	The testing center should abide by the records retention policy of their jurisdiction to determine how long scanned answer sheets should be kept. GEDTS recommends that these documents may be shredded no sooner than 90 days after the tests are scored and the results are reported.
	
	
	

	
	
	Confidentiality of GED Test Scores and Credentials
	
	
	

	84. 
	3.7
	Since scores earned on the GED Tests by individual GED candidates are confidential, GED Chief Examiners, departments of education, or other approved jurisdictional agencies are permitted to report an individual’s scores only with written permission of this candidate or legal guardian as necessary. Requests transmitted by fax may be used judiciously to expedite transmission of such information.
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	85. 
	3.7
	A GED diploma or credential, whether issued by the department of education or other approved jurisdictional agency or by a local school, should be considered in the same manner as a traditional high school diploma. However, because some GED candidates do not wish their credential awards to be a matter of public record, no name of a credential recipient should be released unless an individual candidate has signed written permission to this effect. 
	
	
	

	86. 
	3.7
	The fact that a person has or has not taken the GED Tests should also be treated as confidential information, since disclosing participation in the GED Testing Program is tantamount to reporting the absence of a traditional high school diploma.
	
	
	

	
	
	Criteria for Issuing a High School Credential Based on Results of the GED Tests
	
	
	

	87. 
	3.8, Iowa Policy
	To earn a passing score on the GED Tests, a candidate must earn a total score of 2,250 or higher on all five tests with no individual test score below 410. (This applies to candidates who take the French-language, Spanish-language, and accommodated editions of the tests.)
	
	
	

	88. 
	3.8
	Official GED test scores must be reported on the GED Official Transcript of GED Test Results (2002 Series Form 30) or a copy-safe form reporting the exact information as Form 30 and approved by the GED Testing Service.
	
	
	

	
	
	Official Transcripts of GED Test Results
	
	
	

	89. 
	3.9
	The official transcript must contain all the information presented on both sides of the Official Transcript of GED Tests Results (2002 Series Form 30) and must be printed on copy-safe paper, which, when copied, identifies the copy as a copy, not as an original.
	
	
	

	90. 
	3.9
	Under no circumstances may a GED candidate’s raw score or essay score be reported on the Official Transcript of GED Test Results or other official jurisdictional transcript.
	
	
	

	
	
	Communications and Outreach
	
	
	

	91. 
	3.10
	Official GED testing centers should have a communications and outreach plan to ensure that their community is aware of the GED testing program and the value of the GED credential.
	
	
	

	92. 
	3.10
	Each center should develop a testing schedule based on the needs of the community. The schedule should be easily accessible to the community and widely distributed (e.g., in local news media, on flyers and bulletins, or cable television stations).
	
	
	

	93. 
	3.10
	Testing centers should partner with community agencies and involve them in publicizing the availability of the GED Tests.
	
	
	

	94. 
	3.10
	It is the responsibility of all GED Chief Examiners and GED Examiners to be knowledgeable about the GED Tests (e.g., what they measure, passing requirements, the difficulty of the tests based upon the norming studies, the value of the credential for employment and for admission to postsecondary education programs) to help candidates make informed decisions about their readiness to take the GED Tests and to be aware of options when they pass the tests. Such information is also useful when asked to respond to questions from partners and the general public.
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	Emergency Plan for Each Center
	
	
	

	95. 
	3.11, 3.11-2
	Each GED testing center must have an emergency plan accessible to all GED Examiners at the test center and all addendum sites. A copy of the emergency plan must also be sent to the jurisdiction’s GED Administrator. This emergency plan shall include written procedures and identify the personnel responsible for managing any contingency. The checklist in Section 3.11-2 should be used as a guide for emergency plan development.
	
	
	

	
	
	GED Candidate Eligibility and Registration to Take the GED Tests
	
	
	

	96. 
	4.1
	The GED Tests may be administered to eligible candidates only. The following minimum guidelines must be met: 

· Unless individuals qualify under section 99a or 99b below, individuals shall be at least 17 years of age and not currently enrolled in an accredited high school, including those accredited by regional accrediting bodies and also those approved by the jurisdiction’s department of education. 

· 99a) The GED tests may be administered to persons who are minimally 16 years of age and are RESIDENTS of one of three Iowa juvenile institutions. These institutions are the State Training Schools at Eldora and Mitchellville, and the Iowa Juvenile Home at Toledo.

· 99b) The GED tests may be administered to minors who are minimally 16 years of age and are placed by the court under the supervision of a juvenile probation office. 

· Only persons who do not hold a standard high school diploma are eligible to take GED Tests.

· Jurisdictions shall administer the GED Tests to any qualified adult in accordance with jurisdictional rules, regulations, and/or code.
	
	
	

	97. 
	4.1
	The registration process should be designed to clearly establish GED testing eligibility. The GED Chief Examiner or GED Examiner shall establish that all candidates are eligible to take the GED Tests at the time of testing.
	
	
	

	98. 
	
	Testing fees are reviewed periodically and are collected from eligible candidates prior to testing.
	
	
	

	99. 
	4.1-1
	Testing of Non-citizens:

Non-citizens, including refugees, legal and illegal immigrants, resident and nonresident aliens, and other foreign nationals, are eligible to take the GED Tests in the opinion of GEDTS if they meet all of the eligibility and identification GEDTS and jurisdictional requirements described in section 4.2.
	
	
	

	100. 
	4.1-2
	Special Exceptions for Loss of Permanent Records

In certain circumstances, permanent high school records may have been lost or destroyed as the result of a school closure or a disaster such as war, fire, flood, earthquake, tornado, or hurricane. In such cases, an official high school transcript indicating high school completion may not be available. Under these circumstances, a person remains eligible to take the GED Tests.
	
	
	

	101. 
	4.1-3
	Diplomas from Unaccredited High Schools

Persons whose high school diplomas are from unaccredited high schools or high school programs not recognized by their jurisdiction’s department of education, or who have secondary school diplomas from countries outside the United States and Canada, are eligible to take the GED Tests if they meet all other necessary eligibility and identity requirements.
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	Verification of Identity
	
	
	

	102. 
	4.2
	GED Chief Examiners and GED Examiners are responsible for verifying that each GED candidate tested is eligible to take the GED Tests and that each candidate can prove identity using:

· Acceptable photograph-bearing identification.

· Valid driver’s licenses, valid passports, military IDs, or other forms of government-issued (national or foreign) identification that show name, address, date of birth, signature, and photograph. (Outdated identification or identification suspected of being forged shall not be accepted.)

· Current identification provided by a postsecondary educational institution is also acceptable, provided it contains the candidate’s name, address, date of birth, signature, and photograph.

· Exceptions to the requirement for a photograph may be made on religious grounds when sufficient documentation for such an exemption is provided.
	
	
	

	
	
	Written Confirmation of Eligibility
	
	
	

	103. 
	4.3
	GED Chief Examiners and GED Examiners must obtain a written statement confirming eligibility from each candidate that includes the GED candidate’s signature and must be retained for use in verifying that the candidate is eligible.
	
	
	

	
	
	Policy for Re-testing
	
	
	

	104. 
	4.5
	In order to achieve a passing score, GED candidates shall be permitted to re-test on the entire battery or on certain test(s) in the battery in accordance with the following:

· Candidates may not test more than three times on any individual test in a contract year (1/1-12/31)

· Candidates shall not be administered a repeat form of the Tests whenever possible.
	
	
	

	
	
	Pre-registration Process
	
	
	

	105. 
	4.6
	Official GED testing centers shall develop and implement a written pre-registration process to manage testing.
	
	
	

	
	
	Administration of the GED Tests
	
	
	

	106. 
	5.1
	The GED Tests may be administered by an approved GED Chief Examiner or GED Examiner only and they must be administered in accordance with the following:

1. One examiner must be present at all times while testing is in progress, and one additional examiner must be available to assume responsibility in the event of an emergency.

2. One examiner may test up to 20 candidates.

3. Another examiner or a proctor must be present to assist with testing if more than 20 candidates are being tested in the session.

4. GED Examiners and GED Proctors may not conduct business unrelated to the administration of GED Tests while testing is in progress.

5. GED Examiners and GED Proctors must maintain constant supervision of GED candidates while testing is in progress.

6. Only GED testing center staff, GED testing personnel, GED candidates, and individuals approved for accommodated testing are permitted in the testing room while GED Tests are being administered.
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	Registration and Test Preparation
	
	
	

	107. 
	5.2-1
	Prior to any testing session, the GED Examiner shall:

1. Ensure that the appropriate test batteries are available.

2. Set up the test room for the testing session.

3. Remove any educational visuals from the walls or boards (i.e., charts and notes).

4. Clear any clutter from the desks and surrounding areas.

5. Space desks at appropriate distances.

6. Verify that a working clock is present and visible for all candidates.

7. Review the testing center’s emergency plan.

8. To properly prepare for the test session the examiner should begin to fill in the surveillance log (Forms L-80 and L80-2) or a similar document that contains the same information to ensure accurate recording of testing session. 

9. The items listed below should be added to the document prior to the start of the testing session:

· Candidate’s information (name, identification number, seat assignment)

· Test information (form, topic card letter, serial number)

· Examiner and Proctor names

10.
Best practice indicates that each testing session of 1–20 candidates have an Examiner and a 
Proctor.
	
	
	

	108. 
	5.2-1
	Immediately before the Testing Session, the GED Examiner should:

1. Remove the exact number of tests from their permanent secured location and place them in the temporary secured holding location (i.e., briefcase, hard case, rolling file cabinet).

2. Remove the exact number of essay topic cards (if applicable) from their permanent secured location and place them in the temporary secured holding location (i.e., briefcase, hard case, rolling file cabinet).

3. Complete Form L-22 (Inventory of GED Secure Materials Removed and Returned to Secure Permanent Storage) to indicate the inventory of the test materials being removed from the secure permanent storage location.

4. Make sure that the testing room is appropriate, including providing storage for the candidates’ personal items.

5. Identify and sign in candidates. Make sure that the candidates have a valid identification.

6. Verify each candidate’s name, picture, and signature and collect/review verification forms.

7. Direct candidates to assigned seating (and fill out seating chart).

8. Establish rapport and attempt to relax candidates prior to test session.

9. Make all general announcements, such as location of restroom facilities and guidelines for breaks, smoking, and emergency exits. 

10. Prompt candidates to use the storage location for purses, backpacks, coats, hats, tote bags, books, cell phones, pagers, calculators, notebooks or scratch paper, hand-held games, etc.

11. Be sure that no candidate has food or drink in the room.
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	109. 
	5.2-1
	At the beginning of the testing session, the GED Examiner should:

1. Remind candidates of the “Candidates Code of Conduct.”

2. Make final announcement that candidates should place their personal belongings (i.e., coats, hats, books, cell phones, etc.) in the storage area.

3. Seat candidates according to the form that they will use.

4. Avoid sitting candidates with the same form beside or in front of each other.

5. Give each candidate two number two pencils and colored or identifiable scratch paper.

6. Begin to read “Standard Directions” (refer to Section 5.3).

7. Distribute additional materials as directed.

8. Record the start time of each candidate on the surveillance log (Forms L-80 and L80-2).
	
	
	

	110. 
	5.2-1
	During the testing session, the GED Examiner should:

1. Monitor testing by walking around the testing room during testing.

2. Remind candidates to stay in their seats after they complete their tests and do not permit a candidate to leave the testing room until he/she completes a test and all restricted materials are checked.

3. Record the end time of each candidate on the surveillance log.

4. Read the instructions for each testing session.

5. Proceed to check in the materials.

6. Collect all test booklets, answer sheets, and colored scratch paper while the candidates remain seated. Never allow a candidate to leave the room unless excused by a GED Examiner.

7. View and fan the test to make sure that no pages are marked, torn, or missing.

8. Remain aware of the candidates while checking in items.

9. Make sure test materials are checked and inventoried before candidates are dismissed.

10. Check each candidate’s materials against the test surveillance log before permitting the candidate to leave the testing room. Candidates who have been excused from the testing area may not be readmitted until the start of the next testing session.

11. Return all tests to the temporary storage unit.

12. During the testing session, the GED Chief Examiner, GED Examiner(s), and GED Proctor(s) must not read, do any other work unrelated to the current test session, or allow him/herself to be distracted or interrupted.

13. Provide for a way to inform any late candidates of the next testing session.
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	111. 
	5.2-1
	After the testing session, the GED Examiner should:

1. Inventory and secure testing materials.

2. Ensure that all answer sheets are accounted for. Inspect all used test booklets for any marks, damage, or missing pages before returning them to locked storage.

3. Make sure that all tests are returned to their correct battery folder.

4. Use Form L-22 (Inventory of GED Secure Materials Removed and Returned to Secure Permanent Storage) to complete an inventory of materials before returning to permanent storage.

5. Return the secure materials in a locked case to the secure storage area and lock.

6. Shred used colored scratch paper after all items are inventoried and checked in.

7. Never return completed answer sheets to a candidate for a future test administration; this is strictly prohibited.

8. Send answer sheets out for scoring immediately after a test session. Answer sheets (completed and partial) and related forms should be reviewed and inventoried for accuracy immediately after the conclusion of testing and prepared for transmittal (electronically or by appropriate carrier) to the scoring site no more than five calendar days after completion of the testing session. 

9. Do not hold answer sheets when a candidate only takes part of the test. 

10. File seating charts. 

11. Test Surveillance Logs are kept on file for one year after the end of the contract year.
	
	
	

	112. 
	5.2-1
	All GED Chief Examiners and GED Examiners shall administer the GED Tests in strict adherence to the instructions and procedures disseminated by the GED Testing Service.
	
	
	

	
	
	Accommodated Testing of GED Candidates with Disabilities
	
	
	

	113. 
	8.1
	Official GED testing centers shall provide appropriate accommodations for GED candidates with documented disabilities in accordance with the American with Disabilities Act (ADA) and the Canadian Charter on Rights and Freedoms.
	
	
	

	114. 
	8.1
	GED testing centers must offer the examinations in a place and manner that are accessible to persons with documented disabilities. This may require reasonable modifications to the manner in which the examination is administered, such as extended testing time, as well as appropriate auxiliary aids and services.
	
	
	

	115. 
	8.1
	When disabilities are properly documented using the applicable GEDTS Request for Testing Accommodations form, and when accommodations are approved by the GED Administrator, the GED Chief Examiner or GED Examiner must arrange to test the GED candidate using the approved accommodations. The additional costs, if any, associated with providing such services may not be charged to the candidate.
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	Requests for Accommodations
	
	
	

	116. 
	8.2
	GED candidates may request accommodations at any time. However, it is strongly recommended that they do so at least four weeks in advance of their desired test date to allow sufficient time to review all documentation that has been submitted and for arrangements to be made for the accommodation(s). The documentation should be comprehensive to avoid or to reduce time delays in making decisions related to the required accommodations. 
	
	
	

	117. 
	8.2, 8.3
	A qualified professional who specializes in the reported disability must document that the GED candidate has a disability and must demonstrate how the disability affects the candidate’s ability to take the GED Test under standard conditions by providing required documentation of disabilities.
	
	
	

	118. 
	8.2
	A candidate’s request for accommodated testing and supporting documentation shall be held in confidence. No record of accommodated testing is permitted on a report of a candidate’s GED Test results or GED credential.
	
	
	

	119. 
	8.2
	Upon receipt of an accommodation request, the following process occurs:

· The GED Chief Examiner or GED Examiner reviews the request.

· If the request is not complete or is on the incorrect form, the GED Chief Examiner or GED Examiner advises the candidate of this fact.

· If the forms are complete, the GED Chief Examiner or GED Examiner date-stamps the form and sends it along with all relevant documentation and the Accommodations Tracking Sheet to the designated reviewer.
	
	
	

	120. 
	8.4
	Accommodations are made for GED candidates who are blind or have visual impairments.
	
	
	

	121. 
	8.5
	If a GED candidate is deaf or hard of hearing, the GED Chief Examiner may approve adaptations.
	
	
	

	122. 
	8.9
	The GED Chief Examiner or GED Examiner may permit the use of certain adaptations and devices without prior approval from the GED Administrator or the GED Testing Service including:

· Colored transparent overlays
· Clear transparent overlays and a highlighter
· Temporary adhesive with spatial directions
· Earplugs
· Large-print test edition
· Magnifying device
· Priority seating
· Fluorescent lighting
· One test per day
· Straightedge
	
	
	

	
	
	Official GED Testing Center’s Responsibilities for Accommodated Testing
	
	
	

	123. 
	8.10
	Official GED testing centers should publicize widely the availability of accommodations for individuals with documented disabilities. GED Chief Examiners and GED Examiners are especially encouraged to elicit the cooperation of special education, vocational rehabilitation, and adult education agencies as part of this publicity effort.
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	124. 
	8.10
	The GED Chief Examiner or GED Examiner and the GED candidate receiving accommodations must determine a mutually convenient time to schedule an accommodated administration of the GED Tests.
	
	
	

	
	
	Testing Irregularities 
	
	
	

	125. 
	9.1
	A major responsibility of all GED Chief Examiners and GED Examiners is to take all necessary precautions to minimize the possibility that an irregularity or compromise will occur at their GED testing center. Strictly following GEDTS policies and procedures is the best way to prevent the occurrence of irregularities and compromises or to minimize the effect if a problem occurs.
	
	
	

	126. 
	9.1
	Testing irregularities must be reported to the jurisdictional GED Administrator as soon as possible. It is important to review whether an irregularity was avoidable or unavoidable and to evaluate the examiner’s management of the situation.
	
	
	

	127. 
	9.1-1
	The GED Chief Examiner or GED Examiner is responsible for preserving the quality of the testing environment. GED candidates should be advised of this policy before testing begins. When one candidate’s activity or behavior disrupts the fair-testing environment, it is the prerogative of the GED Chief Examiner or GED Examiner to speak to the candidate at fault. The candidate should be informed that continued disruption will result in that candidate’s dismissal from the testing room and that the test scores will be invalidated. This type of incident should be treated as a testing irregularity.
	
	
	

	128. 
	9.1-2
	Events beyond the control of the examiner may occur, such as a fire alarm going off, unexpected evacuation orders due to weather, power outages, etc. In these circumstances, the examiner must make every effort to secure testing materials to avoid any compromise. Depending on the nature of the event, the examiner may need to cancel the testing session or may resume testing if only a short amount of time has passed. In any case, the examiner should document the testing irregularity and describe how the situation was managed. This information should be forwarded to the jurisdictional GED Administrator for review.
	
	
	

	
	
	Testing Compromises
	
	
	

	129. 
	9.2
	Test loss or compromise is a serious threat to the integrity of the GED Testing Program. Every effort must be made to prevent such compromises from occurring. A test compromise occurs whenever:

· A whole or partial test battery is lost or stolen.

· Any unauthorized person has access to the GED Tests.

· A GED candidate copies from another candidate.

· An individual impersonates a GED candidate and attempts to take the test.

· Examiners or candidates share information about the GED Tests.

· GED candidates receive answers to test questions in advance of the scheduled testing date.
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	130. 
	9.2
	Whenever possible, in staff meetings and daily contacts, the GED Chief Examiner and GED Examiners should emphasize to GED instructors that post test “debriefing” of a GED candidate is not only a violation of that candidate’s privacy, but also a violation of test security that could result in the permanent closure of the GED testing center. Unauthorized exposure can result from noncompliance with any test storage, administration, or other procedures described in this manual, such as, but not limited to:

· Allowing the advance disclosure of any item on the GED Tests to a GED candidate or potential candidate.

· Disclosing an essay topic to a GED instructor or GED candidate.

· Giving a GED candidate access to a test booklet when investigating a challenge of scores.

· Indicating a GED candidate’s raw score(s) to anyone.

· Permitting GED Tests, used answer sheets, or questions to be copied, photographed, or otherwise memorized in any format.

· Permitting access to the GED Tests, even if by negligence, to anyone other than approved GED Chief Examiners or GED Examiners.

· Permitting used scratch paper, essay drafts, and similar items to remain in the custody of GED candidates or storing such items in an unsecured manner prior to destroying them.

· Allowing anyone other than the GED Chief Examiner, GED Examiner(s), GED Proctors, GED candidates, the state administrator, or a representative of the GED Testing Service to enter the testing room.

· Describing to a GED candidate the items that the candidate did not answer correctly.
	
	
	

	131. 
	9.2-1
	When the GED Chief Examiner or GED Examiner suspects that a GED candidate is copying another candidate’s paper, using unauthorized aids, impersonating another individual (i.e., “surrogate testing”), using false identification, has had prior access to the GED Tests or to essay anchor/recalibration papers, or has engaged in other improper conduct, the Chief Examiner or Examiner must promptly do the following:

· Minimize the disruption to other candidates.

· Remove the individual(s) in question from the testing room, only if doing so does not disrupt the testing session or present a physical threat to the GED Chief Examiner or GED Examiner or to another candidate.

· In the examiner’s discretion, permit the individual to complete the testing session, then invalidate the scores immediately and report the incident to the GED Administrator and the GED Testing Service, which will decide what further action is appropriate.

· Inform the jurisdictional GED Administrator, the institution that sponsors the official GED testing center, and the GED Testing Service of the incident.

· Obtain statements from any candidates and/or staff members who observed the activity and attach these statements (ideally, signed by the candidate or staff member) to the written report.

· Prepare a written report recording specific details of the compromise.
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