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AR 611-5

CHAPTER 1
GENERAL

1-1. Applicability. This regulation applies to the
Active Army, the Army National Guard, and the
Army Reserve.

1-2. Parpose. a. General provisions. This regula-
tion establishes policy, assigns responsibilities,
and prescribes procedures governing the procure-
ment, administration, safecuarding, scoring, and
relense of Army personpel {csis.

b. Seopc. Army personnel test means nol only
the test booklet and magnetic tapes containing
questions, but also all ancillary materials including
answer shects, scoring keys, conversion tables,
manuals for adminisiration and scoring, and auto-
mated systems for administration, scoring and
recording of results. Army personnel tests include
paper-and-pencil tests, evaluation reports, board
interview procedures and scoring forms, and self-
report forms which are used in programs for the
selection of applicanis and selective serviee reg-
istrants for entry into the .\ective Army, Army
National Guard (ARNG) or Army Rescrve
(USAR), for sclection of applicants for appoint-
ment a8 cornmissioned or warrant officers, for
initial or subsequent clussification of cnlisted per-
sonncl, and for selection of officers and enlisted
porsonnel for sssignmicot to training or duties
requiring specialized aptitudes or qualifications.

¢. Tests included under this regulation. This reg-
ulation applies only to policies and procedures for
Army personuel tests hsted in DA Pam 310-8
(Index of Army Personnel Tests and Measures).
All components of each test are identified in DA
Pam 310-8 by appropriate iitles and numbers
and include administration and scoring manuals,
test booklels, questionnaives, answer sheels, scor-
ing keys, and, where applicable, optical scauner
test scoring machine confrol forms Q and k. The
quantity of each test componeni required to
administer and score the test 18 preseribed in DA
Pam 310-8 and is to be used by test control oflicers
(TCOs) when requisitioning components.

d. Tests not included under this regulation. 'this
regulation docs not govern tests not listed in DA
Pam 310-8 such as special tests B other instru-
ments included under {he Enlisted Evaluation
Systom (AR 135-205 or AR 600-200), the Gen-
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eral Educational Development program (AR
621-5), specialized tests administered as part of
rescarch and development programs, or tests used
by clinical psychologisis for diagnesiic purposes.
1 3. Responsibilities. a. The Deputy Chief of
Staff for Persopnel is responsible for—

(1} Establishing policies governinz the em-
ployment of Army personnel tests in accomplishing
personnel selection and clas<ification and personnel
program objectives.

(2) Providing guidance regarding the prior-
ities for the development of new or revised Army
personnel tests and related instruments to meet
speeific personncl selection and classification and
personnel program objectives.

(3) Establishing policy for uhe release of Arny
personnel test materials to other US Government,
State, and local agencies, private organizations
and individuals, and foreign governments.

(4) Designating a point of contact in the
Office of the Deputly Chief of Steff for Personnel
for coordination of tesiing matters between the
CG MILPERCEN and the directors of the vari-
ous personnel programs using Army personnel
tests,

b. The US Army Research Tnstitute for the
Behavioral and Social Sciences is responsible for—

(1) Porforming professional psychological
researcl in order to provide the Army with tests
and related instruments required for effective
personnel managoment in accordance with objec-
{ives contained in AR 70-S.

(2) Providing advice and guidance regarding
the operational application of research findings.

¢. The Defense Language 1nstitute is responsible
for—

(1) Performing professionsl research to pro-
vide the Defenso Language Program (DLP)
with foreign language tests and related instru-
nienis required for effective personnel management
of the DLP in accordance with AR 350-20.

(2) Establishing standards for administering,
scoring, cvaluating end recording results of
language aptitude, proficiency and achievemont
tests for the DLP.
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CHAPTER 2
TEST CONTROL AND RECORDS

2-1. Test control officer. a. Appointment. A test
conirol officer (TCO) will be appointed, and
relieved, where applicable, in writing fo serve
at each organization or activity, or State Ad-
jutant General Office where Army personnel
tests are required to be requisitioned, handled
stored, administered, and scored. A State Adjutant
General may appoint more than one TCO if this
is considered to be warranted by peographic and/or
strength factors. The number of TC(’s must be
kept to the absolute minimum in a command, on
an installation, or in a State, in the case of the
ARNG, to properly perform the required duties.
To provide for situations where small units are
scattered and/or isolated, where uniis are geo-
graphically split, where a heavy testing schedule
exists, or under other circumstances where testing
operations would be faciliteted, one or more
alternate TCO's may be appoinied. An alternate
TCO will be appointed for each ARNG State T'CO
to function in the absence of the TCO. Alternate
TCO’s will be appointed and relieved by the same
procedures aus the TCO. Procedure 7-10, DA
Pamphlet 600-8 will be used. Appointment of a
new TCO will be made in accordance with para-
graphs 1 through 4. Relief of an old T'CO will be
accomplished in paragraph 5, “Special Instruc-
tions.” Appendix B, NGR 310-10 will be used for
appointment and relief of ARNG TCO’s. One
copy of the written appointment or relief of
Control officers will be forwarded to IIQDA
(DAPC-PMP-T) Alex. VA 22331. One copy
of the written appointment or reliel will also be
forwarded to the Commander, US Army AG
Publications Center, 2800 Esastern Blvd, Balti-
more, MD 21220, The TCO designated under the
provisions of AR 135-205, AR 600-200, or AR
621-5, or the Personnel Survey Control Officer
(PSCO) designated under provisions -of AR 600-
46, may also be appointed as TCO under the
provisions of this regulation. Consolidation of
TCO functions should be accomplished, to the
greatest extent possible, so that the experience
gained in test administration and scoring may be
used to the maximum advantage, and procedures
and facilities for safeguarding test materials may
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be made more effective. The TCO or alternate
TCO will normally be either a comrissioned
officer or warrant officer. However, when it is
considered desirable to consolidate testing under
this regulation with testing at US Army Educa-
tion Centers (normally supervised by a civilian
education adviser), or when there are no available
commissioned or warrant officers, a Department
of the Army civilian employee or an ARNG
technician (GS-5 or higher) may be appointed as
test control officer or alternate test control officer.

b. Responsibility. The Test Control Officer or
alternate TCO will be responsible for—

(1) Advising the installation commander or
State Adjutant General on administration of
personnel testing programs under jurisdiction of
the comtand.

{2) Maintaining a testing facility SOP. This
SOP will include a records system for adminis-
irative operntions of the tesling facility and will
contuin procedures for requisitioning, handling,
storing, scheduling and administration of tests,
and scoring of tests, disposition of test materials,
and transmitting test results to the appropriate
office, board, or agency. This SOP will also con-
tain procedures governing security of teat mate-
rials in accordance with this regulation; designat-
ing in writing personnel who are authorized
access to, and who handle test materials, and
insuring that all personnel in the testing facility
are thoroughly indocirinated regarding test se-
curity. This SOP will be reviewed by all personnel
on their assignment to the testing facility, and
quarterly thereafter.

(3) Monitoring all procedures specified in the
testing facility SOP.

(4) Insuring that all test results are reported
to in-service, ARNG, and USAR personnel who
have been tested as soon as possible after comple-
tion of scoring.

(5) Inspecting testing sessions to determine
that tests are properly handled and administered,
insuring that test booklets, scoring keys, and com-
pleted answer sheets after each test administration
are handled only by personnel - authorized to
handle test material.
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(6) Checking periodically to determine that
Lest scores are recorded correctly on appropriate
personndel records.

(7) Determining that personnel who admin-
ister and score tests are qualified te perform their
duties, to include interpretation of test seores snd
have demonsirated that they understand and
praclice corroct procedures for adininistering and
scoring cach assigued test.

(8) Providing techuical assistance (o ~election
and evaluation boards regarding proper use of
interview report forms completed by board mem-
bers. Scoring eompleted inlerview report forms and,
where required by appropriate directives, eomput-
g composile scores ol test instruments for -
plicanis screencd by selection and  evaluation
hoards.

2-2, Secwrity. a. Geicral prorisions. Securlly re-
quirements cstablished in this regulation meet the
requiremncnis for handling “FOR OFFICIAIL USE
ONLY” material established in AR 340 16. Army
personuel tesis have been developed by » Jong and
very expensive process for the purpose of nuprov-
ing the quality of personnel seleeted for any per-
sonpel program for which tests are employed.
Their value i1s lost to the Army when the contents
of any Army perzonnel test eomponent are com-
promised through improper release of information
to unanthorzed personne]. Replacement of a {est
that las become widely compromised could
require a year or more and cost as much as hall a
million dotlars. Test components bear the designa-
tion “FOR OFFICIAL USE ONLY,” or “COX-
TROLLED ITEM (TEST MATERIAL)" except
for answer sheets which have not been completed by
examinees, worksheets and Aptitude Area Com-
puting ‘Templates. Test comwponents in opera-
tional use by the Army are to be shown to no one,
jnside or outside of the Army, unless directed
under the provisions of 5 USC 552 (The Freedom of
Information Act), or unless it has been determined
that such disclosure is essential to the performance
of official dutics preaeribed in appropriate direc-
tives, and as necessary for these individuals that
administer and score tests. Completed test answer
sheets will not be returned to the examinces. The
only information that will be furnished to the
examineo is the test score or subscores and other
sadministrative information found in the identifica-
tion portion of the answer shect. Test security is a
command responsibility. Functions required to be
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performed in the establishment and maintenance
of adequate procedures for test security may be
delegated to a 'I'CO or an alternate TCO who
must exercise close supervision over all phases. of
iest receipt, slorage, protection, issue, administra-
tion, scoring and destruction. Socurily measures
will be established au all installations or activities
where Army personnel {ests arve handied, admin-
wleved, or stoved. These will inclide, at a mipi-
mum, loggzing test components in and out of se-
curity containers, maintaining steck inventory
and disposition records, and swring test. compo-
nents n locked rooms and centainers where they
are not sccessible to unauthorized individuals.

b. Drocedures concerning test security. The fol-
Jowing are specific procedures concerning test se-
eurily and control that will be complicd with—

(1) An inveniory of test materials, incduding
test buoklets, administration and scoring manuals,
seoring keys, and optical scanner test eontrol forms
(Q & K) will be mude once a month by the TCO
and upen change of TCO., More frequent inven-
tories may be conducted at the disaretion of the
TCO. Locally developed inventory and eontrol
forms for test components will include the follow-
ing minimum information:

tr) DA pamphlet or form number.

(b) Tiile of test (abbreviated).

(¢} Number en hand (fotal).

/) Number iu storage.

) Number in use.

(h Date.

(g) Signature of responsible individual.

(2) In cases where the “FOR OFFICIAL
USE ONLY" designation has not been preprinted
on test components, the materinl will be so marked,
unless the material is excepted from control
requirements as stated in paragraph 2 2a above.

(3) Test booklets, manuals, scoring keys, and
optiesl scanner test scoring machine eontrol forms
(Q & K) will be serially numbered for internal
security centrol. The prefix to the scrial nuinber
will consist of the correspondence office symbel of
the activity or the next higher headquarters which
has an assigned correspondence office symbel. Se-
rial numbers will be indelible. Serial numbers of
previously destroyed materials will not be assigned
to newer test materials,

(4) DA Label 87, prescribed for attachment
as 8 ecover sheet to “FOR OFFICIAL USE
ONLY" material when it is removed from locked

24



AR 6115

:containers or locked facilities, need not be attached

to Army personnel test material when the material
is sctually being used for test administration and
scoring purposes, whenever the attachment of the
label would interfere with the efficient utilization
of the material. Specifically, the label need not be
attached to answer sheets and test booklets which
have been distributed, under the supervision of
quelified test examiners, to examinees assembled
for the purpose of taking Army personnel tests.
The label need not be attached to scoring keys,
test manuals, or related materials when its
attachment would interfere with the use of these
materinls by authorized test examiners engaged in
scoring or administering Army personnel tests.
DA Label 87 will be attached to envelopes or
wrappings containing test materials when such
materials are removed from storage spaces for nse
at locations not in proximity to storage spaces.

(5} Al test materinls marked “FOR QF-
FICIAL USE ONLY” which are packaged for
shipment or mailing will be double wrapped.
‘When such materials are to be mailed, th:,, wif. Le
mailed by registered mail. The inner enveiope or
packaging material will be stamped with the fol-
lowing notation:

FOR OFFICIAL USE ONLY
TEST MATERIAL TO BLE OPENED BY TEST
CONTROL OFFICER ONLY
These inner envelopes will not be opened by mes-
sage center or mail room personnel, but will be de-
livered direct to the TCO upon receipt.

(6) All test components must be actounted
for at all times. When test components, except
unused answer sheets, are taken from and returned
to the locked cabinets, exact counts of these com-
ponents will be made, and they will be individually
logged out and in on a log maintained for this
purpose. This log will be retained for one year.

(7) Test components, for example, test book-
lets, test administration manuals, answer keys,
etc., except for test answer sheets that have been
filled in by test examinees, that have become
mutilated, marked, etc., through use, and which
cannot be made usable by erasing, transparent
tape, or restapling, etc., will be destroyed by
burning, mulching, or shredding. Destruction of
such test components will be accomplished by
the TCO having custody of these materials, or
under his supervision. No destruction certificate
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is required for most materials; however, the TCO
will maintain s separate record of each item
destroyed, for example, test booklet, answer key,
in accordance with appendix A, AR 340-2 or
AR 340-18-7 as applicable. These destruction
records will list the serial number of the destroyed
test components.

(8) Test materinls, except for blank answer
sheets, will be kept in locked rooms and containers
by the using-unit when not in transit or in use for
testing, scoring or reference purposes. Test scoring
keys and optical scanner control forms (Q & K)
will not be stored in the same drawer as test
booklets and blank answer sheets. Keys and
combinations to storage facility locks will be made
available only to persons whose duties require use
of the stored test materials.

(9) Army personnel test material is exempted
from automatic time-phased downgrading in
accordance with AR 340-16. Army personnel
test material will remain FOR OFFICIAL USE
ONLY indefinitely unless specific instructions are
issued by the CG MILPERCEN.

2-3. Loss, compromise or possible compromise
of test materials. Loss or possible unauthorized
disclosure of Army personnel test materials has
been determined to have potential Army-wide
implications. Upon discovery of loss, compromise,
or suspected compromise, the following procedures
will be strictly followed;

a. The responsible TCO or alternate TCO will—

(1) Immediately notily the local commander
or the center commander in the case of USAR
units.

(2) If one or more alternate forms of the
test are available and use is authorized by current
directives, stop all testing with the form of the test
or test battery jeopardized, for example, if form
X-1 is jeopardized, stop testing with form X-I
but continue testing with alternate forms such as
X-2o0r Y 1, etc.

(3) Impound all tests, test batteries, and
completed answer sheels of the jeopardized form
ol the test with the exception of the answer sheels
completed before the compromise, suspected com-
promise, or loss occurred. Place these materials in
a locked cabinet.

(4) Resume testing with the form of the test
or test battery concerned only when authorized to
do so by the major commander.
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(6) If no other forms are available, continue
testing with the jeopardized test or test battery.
Monitor all subsequent testing sessions very
closely for any evidence of compromise.

b. The local commander will—

(1) Notify through command channels HQDA
(DAPC-PMP-T) Alex. VA 22331. Notifica-
tion will include a deseription of the material Jost.
and/or compromised; identity of the releasing
party, the recipient, and all other persons involved ;
the circumstances surtonnding the Joss and‘or
comproinise; and the corrective action which has
heen taken to prevent the recurrenee of sueh an
meident,

(2) I 1he civeumstances surrounding Joss and/
or compromize of Anny personnel test information
indicate that an investigntion is warranied {e.g.
under paragraph 32b or 2ia, MCM, 1969 (Rev)
or AR 15 6), results of (he investigation will be
forwarded through command channels (0o 1IQDA
(DAPC-PMP-T), Alex. VA 22331, when com-
pleted. 'The investigntion under paragraph 321
or 33a MON 1969 (Rev) or AR 15 6 will in no
way preciude or delay the submission of reports
required by (1) above.

¢, The major commander or State Adjutant
(iencral will---

(1) Inswre that a thorough jnvestieation of
the compromise, possible compromise, or loss has
been made and that appropriate aclions are initi-
afed to prevent recurrence of Joss or compromise
of test materials,

2y Notify IIQDADAPC-PAMP-T), Alex.
VA 22331 through command c¢hannels of the
nafure and findings of any additional investi-
eation, actions taken to prevent [uture com-
promise or Joss, inchuding recommendations, orv
resumption of testing with the test or test battery
concerned,

(3) Direct resmmption of retesting with the
test or fest ballery concerned when authorized
by the CG MILPERCEN in conjunction with
the test preponent,

(4) Take further action if requested by
(G MILPERCEN.

d. The CG MILPERCEN will—

(1) Review the investigauve report and
recommendations.

(2) Coordinate with the director of the
personnel program using the test, the point of
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contact for testing matters in the office of the
Deputy Chief of Staff for Personnel, and the
Commander, US Army Research - Institute for
the Behavioral and Social Sciences, or the Director,
Defense Languege Institute.

(3) Authorize the major commander or State
Adjutant General to resume testing or take other
appropriate wclions.

2-4. Records of testing. a. T'est score transmitial
data. Activities administering Army personnel
tests will retain copies of correspondence prepared
for the purpose of transinitting iest scores to
custodians of personnel records, 1o selection and
evaluation boards, or to other agencies authorized
to reccive lest scores, in accordance with appen-
dix A, AR 240-2 or AR 340-18-7, as applicable.
This requirement does not apply to test scores re-
sulting from personnel processing at Armed Forces
‘xamining and Entrance Stations and US Army
Receplion Stations. Records will contain, as
a minimum, the individual’s name, social security
number, organization, and all part and composite
scores recorded on personnel qualification records
or applications for which the test was administered.
b. Testing operations vecords. The TCO will
maintain records of requisitions for test materials,
test materials received by antomatic distribution
or requisition, the number of each personnel test
administered including o separate count for each
form of the test, and the reasons for testing, These
records will be maintained in aceordsnce with
appendix A, AR 340-2 Subfunctional Category
fite number 7 30, or AR 340-18-14 Subfunctional
Category file number 1430, as applicable.
2-5. Withdrawal of test from use. ¢. Status of
withdrawn test. When an Army personnel test has
been withdrawn from use the test will be reviewed
for a recommendation concerning the future status
of the test by ihe agency responsible for the per-
sonnel program in which the tes{ was used and by
the Commuander, US Arny Rescarch lostitute for
the Behaviorn! and Socin) Sciences or the Director,
Defense Langunge Institute, whichever developed
the test. The review will be compleied within a
90-day period following the date of withdrawal.
Based on the recommendations by the responsible
agency and the Commander, US Army Research
Institute for the Behavioral and Socinl Sciences or
the Director, Defense Language Institute, ond
other considerations as may be deeied appro-
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priats; the Deputy Chief of Stafl for Personnel
will declare the test to be ‘“Discontinued” or
“Obsolete.” This designation may be changed
subsequently if circumstances so dictate. A test
that has been declared “Discontinued” is one
that may be used operationally again or one that
contains certain types of unique test questions
that are similar to questions used in a test that is
operational or a test that is scheduled to become
operational, and that i practiced by taking the
discontinued test, could invalidate the results of
an operational test. Normally, a discontinued test
will be treated the same way as an operational

1 October 1975

test with respect to security and release. An
“Obsolete’ test is one that contains conventional
questions, practice on which would not invalidate
the results of an operational test or one scheduled
to become operational. Normally, a test which is
obsolete may be considered for release.

b. Destruction of fest materials. Army personnel
test muaterinls which are withdrawn from opera-
tionul use will be destroyed, using the methods
and procedures in paragraph 2-26(7), unless their
retention is specifically required by a directive
which announces their withdrawal.
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CHAPTER 3
TEST ADMINISTRATION

3-1. Authorized test instructions. Specific direc-
tions for test administration and scoring -are con-
tuined in manuuls which accompany each Army
personnel test. They must be adhered 1o strictly.
Test examiners and proctors will use no other test
materials, such as commercial tesis, in preparation
for or during Army test administrations. General
directions for test administration are given in the
following paragraphs.

3-2. Test Administration Personnel. a. Test [re-
aminer, Any commissioned or warrant officer,
Active Army enlisted persounel in grade E-6 or
higher assipned to an activity or organization
where Army perzonnel iests are administered,
Department of the Army civilian employees
(GS-3 or bigher), or ARN G techinicians (excluding
organizational waintenance technicians) may be
desienated by the test control officer or alternate
TCO to administer Army personnel tests, Eno-
listedd personpel, appointed as test examiners (o
administer tesis U AR 601-210 only, may be in
grade E~5 or higher. Appointments will be written
as deseribed in paragraph 2-1g. Test examiners
must be physically present during all phases of
testing.

b. Test Proctor. Test proctors are nulitary

personnel in grade E-4 or higher, or Depurtiment
of the Army civilian employees (GS-2 or higher),
Normally one test procior will he employed for
every 25 examinees. Formal written appointment
is not required. The test proctor performs duties
as indicated in paregraph 3-4c and as assigned
by the test examiner.
3-3. Conditions of tesi situation. a. The testing
room should be quict and free of distractions. Noise
which continucs steadily at & moderate and {airly
even level of intensity can be considered as not
overly distracting.

b. 'The examiner's voice must be clearly audible
to a)l personnel being tested.

¢. The testing room will be well-lighted and
ventilated. There must be sufficient illumination
on the working surface to prevent eye strain,

d. The examiner should be provided with &
raised platform or rostrum in & part of the room
where he can see and be scen by all personnel
being tested.
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e. The space allotted to each individual must
be wide enough to accommodate both a test
booklet and a separate answer sheet. Chairs with
writing arms should not be used for testing.

f. When seating arrangements do not pernit
adequate separation of oxmminecs, alternate ver-
sions of the same (est, where available, will be
used in the same testing session, and distributed
alternately so tbat -adjacent exmminees do ot
take identical forms of the test.

9. No examinee will be allowed to give or
receive aid on the meaning of test questions
during a test administration. The use of par-
iiioned booths or of alternate scating will help
to prevent colluboration. Normally, one proctor
will be provided for every 25 examinees or fraction
thereof; but there will always be at least one
proctor in the room if the group confains less
than 23 examinees.

k. Tmmediately before the instructions are
read by the test exauminer, all examinees will
be given verbally and in writing (fig. 3-1) the
information required by the Privacy Act of 1974,

. An individual will not be tested if there are
personal conditions that befshe feels will prevent
optimum  test performance. Before each person
is tested, the test esaminer will establish whether
or not there are reasons the individual should not
he tested, for example, fatigue, illness, emotional
distress, family problems, financial problems or
other circumstances which could interfere with
hisfher performance in the test. All in-serviee
examinees only will complete and sign the state-
ment (fiz. 3 2) before he/she is tested. If the
individual indicates on this stalement that he/she
is not physically and/or mentally able to be tested,
testing will he rescheduled at a later time aceept-
able to the TCO, the unit commander, and the
person concerned. The examinee’s signed Test
Administration Stutement will be mwaintained in
accordance with appendix A, AR 340 2 Sub-
functional Category file number 7-30, or AR
340-18-7 Subfunctional Category file number
713-06, 8s applicable.

7. When more than one test is Lo be given, sched-
uling should avoid undue [atigue. Testing should
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not continue for more than 2 hours without a break
nor more than 4 hours in one session. When more
than one session is required for the same exaniinees,
separate sessions should be scheduled on separate
days, preferably mornings. Testing during the
evening should be avoided as not conducive to ade-
quate evaluation of the examinee's performance.
3-4. Preparation for testing session. a. General.
The examiner will be selected for the quality of
his speaking voice and for his ability to handle
groups of men. His accent should either be in-
digenous to the group being tested or, if the
exuminees comprising the group are from many
parts of the country, easily understood by all
examinees. Good testing administration requires:

(1) Careful sclection of the testing team.

(2) Thorough preparstion.

(3) Following directions exactly.

(4) Accurate timing,

(6) Care of test materials,

b. Eraminer's preparation. The examiner will
make a careful study of the manual prescribing
procedures for administration of the test to make
sure that he knows the purpose and use of the
test, the materials needed to give the test, the
directions to be read, and the problems which are
likely to arise. He will study those directions to be
read aloud until he can read them in a normsl
manner. The exeminer will also conduct a cown-
plete practice test administration session involving
all of the administration procedures specified in
the administration manual for the test concerned.
To insure that the proctors are familiar with all
of the test administration procedures, they will
function as examinees for this practice adwinistra-
tion session. For practice purposes, the identifica-
tion information, for example, name, grade, unit,
etc., will be filled in on the answer sheets and the
practice questions answered, bowever, the ques-
tions of the test proper will not be answered or
inspected by the practice examinees. Familiarity
with the contents of the test itself is essential for
the examiner. The procedure will be standard
whenever a new test is installed or new examining
personnel are trained. In this way, the examiner
gains an appreciation of the examinee’s viewpoint
ou the test and learns how to anticipate and answer
questions which inost commonly arise.

¢. Duties of prociors. The examiner will be re-
sponsible for instructing the proctors in their spe-
cific duties. Regular testing teams will be desig-
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nated to administer tests, if praciicable. Eacl
proctor will be assigned a certain section of the
roora for which he will be responsible. Before the
testing period, be will check the materials to be
used to make sure that there are enough of them.
He will know the order in which these malerinls
are to be disiributed and collecied. However,
npder no circumstances will the test proctor be
allowed to open or review any test booklet, be
given access to test answer keys, or score Army
personne! tests. While directions are being read
and the test is being taken, he will patrol his
assigned area. He is responsible for—

(1) Carrying out all instructions given by the
examiner, following each step in sequence as called
for by the examiner.

(2) At the proper time, secing that each
examinee has the necessary materials for taking
the test.

(3) Insuring that each examinee is following
directions correctly and understands what he is to
do and how he is to do it. The proctor should be
alert to detect and rectify inecorrect methods of
marking answers where separate answer sheets are
employed. The proctor should observe each exam-
inee in his section to determine ihat each examinee
is working on the proper part of the test during
the prescribed time period.

{4) Seecing that each examinee is doing his
own work, independent of his neighbors.

(5) Excusing from the examination any per-
son who is or becomes too ill 1o continue without.
discomfort.

3-5. Administration of test. a. Standard direc-
tions. The examiner will read the standard oral
administration directions from the administration
manual of the test concerned. The oral directions
will include a standard brief statement explaining
the test to be given, how results will be used, and
why it is important for a person to do his best.
The aim of these remarks is to dispel anxiety and
release tension and yet to siress the necessity for
earnest effort. The examiner will inform the
examinees of what they are to do by reading aloud
the directions provided in the manual. The
directions must have been thoroughly practiced
and should be read verbatim, not paraphrased,
given from notes or memory, or adapted to the
examiner's idea of what is more appropriste for
local conditions. At the conclusion of the reading
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of directions, questions will be asked to and
answered by the examiner.

b. Time limits. Time limits which are specified
in the test pumphlet or manual must be strictly
obscrved. Start and stop times for each test or
sublest will be conspicuously posted in the event
an elapsed-time indicator is not used in the testing
facility. Examiners will review test manuals care-
fully before administering a test 1o be certain that
they know how the time limiis are to be applied.
Some tests have parts which are separately timed,
Cxaminers must assure thal individuals stop work
when the time limit for a part of the test is reached,
and do not start to work on the next part of the
test until the time for thut part begins, orrect
timing requires that examinees do not work on
another part of a test during the time preseribed
for the part being administered.

3-6. Answering examinees’ gquestions. Routine
quaestions asked by examinees shonld be answered.
Permissible  questions are  those pertaining to
testing procedures, time mits, purpose and uses of
the test. Administrators and proctors will be
careful at ull vinies to avoid revenling information
that might influence the proper evaluation of the
individual.  Explanations or answers to  test
guestions will not be furnished. A the completion
of testing and at 2l Gmes thereafter, no examince
will be permitied 1o have aceess 1o bis individoal
apswer sheet.

3-7. Collection and disposition of test materials.
a. Collection. After the sienal to stop work has
been given, the materials will be collected -as
quickly as pos<ible. A1 test forms and serateh pa-
per, if provided, must be strictly accounted for,
Test booklets must be collected from all examinees
snd counted before examinees are dismissed.

b, Dismssal of cxaniinecs, Frequently, some of
the exammiees will give up or finish before the time
Jimit for the test has expired. Care will be taken
to insure that these individuals, if permiuted to
feave the tosting room, do vot disturb other
examinees when leaving. If individuals are per-
mitted to leave during the testing of others, the
fest administralor will assure that they have
complied with all the directions in the admin-
istration manual and bave tnrned in all testing
materials and  scratch paper. Test materials
will be cheeked for completeness prior to the
dismissal of an examinee from the testing room
for uny reason.
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c. Disposition of mutidated or marked materials.
Affer each testing session, all answers or stray
marks of any kind will be erased from test mate-
rials which are to be reused. If marks cannot be
erased, or if the booklet is worn or torn and cannot
be repaired, it will be destroyed in accordauce
with paragraph 2-2b(7). All used scratch paper
will be destroyed. All tests and testing supplies
will be stored saccording fo test sccurily pro-
cedures specified in paragraph 2-2.

d. Retention of scored answer sheets. Unless other
provisions are made in direclives governing
administration of particular tests, answer sheets
from Army testing programs will be retained by
the organization administering the tesis in ac-
cordance with appendix A, AR 340-2 Subfunc-
tional Category file number 7-30, or AR 340-18-7
Subfunctions] Category file number 713-07,
as applicable. During this period the .answer
sheels should be organized by date of testing so s
to facilitate identification of .answer sheets accom-
plished by particular individuals or groups. Unless
directives for specific tests make other provisions,
answer sheets will be destroyed after the 1 year
retention  period by shredding, mulching or
burning,.

3-5. Reporting test results to examinees. The
TCO or alternate "TCO will report all test results
to the person tested as soon as possible afler the
test has been scored. Scores should be interpreted
to the person tesled in terms of significance for.
the various personnel programs eoncerned.

3-9. Retesting. a. Policy. Retesting may be
permitied where sequired in-service education,
jub experience, and training are considered to have
changed. the individual such that the original
score 1s no longer believed to be representative
of e individual’s potential qualification for
advancement, selection for more specialized train-
ing, duty assignment, or retention in the service.
Retesting is authorized on some tesis and pro-
hibited on other tests. Retesting will be ac-
complished under circumstanees and conditions
authorized in the Army regulations applicable
to the specific test and personnel selection pro-
gram. Regulations governing the use of cach test
are listed in DA Pam 310-8. Retesting may also
be permitted on any test, without time limita-
tions, where extenuating circutestances have been
determined by the retesting autbority to have
invalidated test results.
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b. Time limits for retesting. Unless otherwise
stated in the applicable regulation, retests on
Army personne] tests will not be administered
until & minimum period of 6 months has passed
since the last administration of the test. Different
forms of tests will be used for each retesting if
they exist and are authorized for the specific
personnel program for which retesting is being
accomplished.

c. Approval of refesting for in-service, ARNG,
and USAR personnel.

(1) First retest. The first retest may be ac-
complished on approval of the individual’s im-
mediate commander.

(2) Second retest. The second retest requires
approval by the individual’s major Army com-
mander or State Adjutant General. Request for
approval of a second retest will be submitted
through channels.

(3) Third and subsequent refests. Third and
subsequent retests must be approved by the CG
MIL.PERCEN. Requests for approval of third and
subsequent retests, as well as requests for retesting,
as an exception to policy, wil be forwarded
through command channels to HQDA(DAPC -
PMP-T), Alex. VA 22331.

(4) Approval disapproval autherity. Each level
of command will review the request for retest
and has approval/disapproval authority. Ap-
proved and disapproved requests for retesting
will be returned through channels to the originating
agency.

d. Request for refest of in-service, ARNG, and
USAR personnel. Request for retest will be
initiated and signed by the individual concerned.
All requests for retest will include the basic
information listed in paragraph (1) through
(4) (9) below: This information will be verified by
the TCO. Requests for retest will be submitted
on DA Form 4187.

1 October 1975

(1) The specific purpose for which retest is
desired.

(2) The reasons previously attained scores
are not considered valid.

(3) Extent of effort the individual has made
to improve his general ability and effectiveness in
the Army since last administration of the test.

(4) The following information extracted from
the individual’s personnel records:

(¢) Date and scores attained on each
previous administration of the test.

(b) Years of Active military service and/or
Active ARNG or USAR service.

(¢) Assignment limitations.

(d) Highest. level of civilian education.

(¢) Summary of military education and
specinlized training.

(f) Primary and secondary MOS.

{g) Duty MOS.

e. An individua! who successfully completes
preparatory high school instruction and attains
a high school diploma, GED Equivalency Certifi-
cate, or & State-issued diploma under the provision
of AR 621-5, may be retested with the Classifica-
tion Test Battery in use without regard to the
provisions of b, above.

J- Scores achieved as the result of any author-
ized administration of an Army personnel test
will be recorded on the individual’s Personnel
Qualification Record and will be used in liey of
previously attained scores for all eclassification,
selection, training, assignment, or retention
purposes.

¢. Activities administering Army personnel
tests will retain copies of requests for retesting in
accordance with appendix A, AR 340-2 Sub-
functional Category file number 7-30, or AR
340-18-7 Subfunctional Category file number
701-02, as applicable,
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DATA REQUIRED BY
THE PRIVACY ACT OF 1974
(56 U.S.C. 552a)

{Army Personnel Tests)

1. In connection with the administration of this test or questionnaire you may be
required to disclose your social security number (SSN). Authority for this require-
ment is Presidential Iixecutive Order No. 9397, 22 Nov 43. Your SSN will be

used to verify that the score you make is correctly transcribed to vour Army per-
sonnel records, which are maintuined per suthority of 3 US Code 301. If requested
to do so0, it is mandatory that you disclose your SSN at this time.

2. Additionsally, you may be asked to furnish personal data concerning yourself,
such as your place of birth, knowledge, past or present behavior, background, atti-
tudes, or beliefs. The authority for collecting this information is contained in
Section 3012 of Tiule 10, United States Code, and its disclosure is also mandatory.
The data is FOR OFFICIAL USE ONLY and will be maintained and used in
strict confidence in accordance with Federal law and regulations. The principal
purposes for collecting it are Lo measure your aptitude for enlistinent, reenlist-
ment, training, or appointment as a commissioned or warrant officer or for assign-
ment to various other Army jobs. The scores you make will be transcribed onto
the appropriate Army record and furnished to the evaluating board or official.
Should you fail to answer any or all of these personal questions, you may not be
selected or you may be disqualified for preferred training or duty assignment.

Figure 8-1

DA FORM 6000-Series-R, Privacy ActStatement, 1 Oct 75,

REPLACES DA FORM 6000-SERIES-R,
PRIVACY ACT STATEMENT, 26 Sept 78
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TEST ADMINISTRATION STATEMENT

(For In-Service Examinces Only)

IS understand thet I am not required to take the

(Name of Lixaminec)
________________ this date if there are extenuating circumstances such as
(Battery/Test)
fatigue, illness, emotienal distress, family or financial problems, etc. which
may in{erfere with my performance in the {est; and that the test will be admin-
isterad at another time acceptable 10 me, the TCO concerned and my umnit
commander.

J 1 am phlysically and mentally able to be tested this date.

O I am not physically and/or mentally able to be tested this date.
T will be ndminisiered this test at anofher time.

(Signature of Fxuminee and Date)

Figure &-2. Test Administration Stalement,

AR 611-5
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.. CHAPTER 4 .
TEST SCORING

4-1. Authorized scoring instructions. Test scor-
ing instructions are normally contained in the
menual for administering an Army personnel test.
For some tesls, there are separale manuals of in-
structions for scoring. Scoring instructions must
be followed exactly.

" 4-2. Meaning of scoring formula. The stalement
of how the score is obtained is called the “scoring
formula” for the {est and is stated in the scoring
directions. It also appears in abbreviated form on
the scoring key as, for example:

“R” The score is the nuaber of right answers.
“R-W" The score is the number of right answers
ruinus the number of wrong answers.

“R-1/3W"” The score is the number of right
answers minus one-third the number of wrong
ANSWErS.

4-3. Computation of composite scores. Many
Army personnel tests are parts of a test battery,
for which a composite score, employing the scores
on the individual tests of the baitery, is computed.
In some test batlerics, the scores of one or more
of the lndividual tests are adjusted, usually by
multiplying by a prescribed weight or constant
such as 2 or 3, in order that the individual test
score may be weighted, as required in the design of
the test battery., When test manuals prescribe that
a weighted composite score will be computed, di-
reetions governing the compulation will be pro-
vided in the manual. The directions prescribe
entry of test scores in appropriate boxes of answer
sheets, for adjustinent of test scores to provide ap-
propriate weighting, and for computation of the
composite score. Care must be taken to assure that
such computations are correctly made and that ap-
propriate tables and charts ere used. Failure to
adjust the score on one or more (ests by multiply-
ing by the prescribed weights before adding the
scores Js a common error in test scoring. This
type of error has serious consequences beecause of
the large discrepancies in numerical values asso-
ciated with such eirrors. Applicants can be severely
penalized through failure of test scorers to com-
pute this type of score correctly. Test contro} of-
ficers and other personnel responsible for the

40

accuracy of test scoring will have & second person
check all composite scores.

4-4. Types of scoring. a. General. Some tests must
be hand-scored, and others, when special answer
sheets and pencils are used, may be scored either
by hend or by means of the IBM Model 805 test
scoring machine or the DIGITEK Model 100 opti-
cal scanner scoring machine. All machine-scorable
tests may also be hand-scored for purposes of qual-
ity control. Both hand and machine scoring meth-
ods make use of scoring formulac. When the
formula requires subtraction of a proportion of
wrong answers, the necessary arithmetic is per-
formed automatically by the scoring machine; by
proper adjustment of the controls, the machine
yields the adjusted score directly. Specific proce-
dures for machine-scored tests are found in scoring
directions for that test. General operating instruc-
tions are provided with the operator’s manual for
cach type of scoring machine. The general method
for hand scoring all Armny personnel tests is found
in the appendix to this regulation.

b. Machine scoring.

(1) Requisites. Machine scoring of answer
sheets has two advantages over hand scoring: speed
and accuracy. In order to utilize these advantages,
four requisites must be met—

(¢) Examinees must properly record their
responses on the answer sheet.

(6) The scoring machine must be in proper
functioning order.

(¢) The operator must set up and operale
the machine correctly.

(d) Each type of scoring machine must bo
used with its specific operating equipment. All
scoring machines require specially printed answer
sheets, and, in the case of the IBM Model 8§05,
special clectrographic pencils. The design of the
answer sheets and the alignment of the marking
spaces on the answer sheets and control forus
must be competible with the type of machine being
used, and must meet the specifications necessary
for the proper funclioning of the type of scoring
machine involved,

(2) Familiarity with scoring instructions. All
personnel involved in machine scoring will become
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thoroughly familiar with the operator's manued for
the machine nsed and machine gconing precedures
for the specific test being scored. Assistance in
scoring procedures not described in the appropriate
$est administration and scoring manual may be
obtained from HQDA (DAPC-PMP-T), Alex.
VA 22331,

(3) Oheoks on acouracy of machine scores. In
the ubaence of quality control instructions in the
manusl for a apecific teat, the following procedures

AR 115

~will be used. As a quality control of machine soored
tests, five perocent of all machine scored tesl wnewer
sheeta (if the total number of teats of a single type
administered exceeds 20), or at least two out of
total number of tests of a single type administered
(if the number is twenty or less) will be rescored
by hand. Samples from machine-scored +4est
batches will be randomly selected from the top
third, middle third and lower third of each batch
of test answer sheets.

-
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- CHAPTER 5
PROCUREMENT AND RELEASE OF ARMY PERSONNEL TEST MATERIALS

5-1. Procurement. a. By test control afficers.
Newly developed Army personnel iest waterials
may be initially distributed automatically to the
TCO’s of the activitics where they will be used,
automatically distributed to some activities but
require a requisition by other activilies, or require
a requisition by all activities. The manner of
initial distribution will be set forth in the pertinent
announcement, IJA circulars and letters. After
initial distribution, all requiremenis for additional
test materials must be filled by requisition from
the US Army AG Publications Center, 28500
Eastern Boulevard, Baltimore, MD 21220.
ARNG TCOs will submit requisitions through
ARNG publications channels to the US Army
AG Publication Center. Test components are
supplied by the US Anny AG Publications Center
only upon receipl of requisitions from designated
Test Control Officers of specifie activities or
organizations of the Active Army or the Reserve
components al which use of specific Ariy per-
sopnel test components is authorized or directed
by appropriate Army regulations. Test control
ofticers will use DA Fomn 17 (Requisition for
Publications and Blank Forms) (o requisition
test materials, indicating in item 2 of the form the
justification for the requisition as follows:

Required for authorized administratlion by o ... ..
-G TCOaptdperSO o ___. .

e gndd grnde ol TCO3

. o ooo-  m e mm e mmmm o e a
Lorcanization or wut}) wdale)

The written appointment of the TCO must cither
be oo file with the AG Publications Center or
attached to DA Form 17 when requisitioning,
TCO's signature must be on DA Forw 17 for all
requisitions. Paper shortages, increased printing
costs, and reductions in the printing budget make
it mandatory that TCO’s requisition only the
amount of test materials that are actually necessary
to carry out their testing mission. Test conirol
officers will submit requisitions for test materials
to:

Commander

US Army AG Publications Center

2800 Eastern Boulevard

Baltimore, MD 21220

b. Special use of Arny personnel tests. thzn test
materials are desired for & purpose not specifically
authorized in a directive, the requisition for or
request to use Army personnel test materiels will
be sent to HQDA (DAPC-PMP-T), Alex.
VA 22331, for necessary action. A detailed sinte-
ment of justification must accompany such a
requisition or request. The justification will state
fully the purpose for which the test will be used,
the number aund type of personnel to be tested,
and the qualifications of those who will administer
the test. Under no circumstances will a test be
used for purposes not currently authorized until
approval Tor its use has been obtained from the
Department of the Army.

c. Testing of Army cicilian employees. Army
personnel tests are not normally employed in
civilian personvel administration. If used for such
purposes, their wse must be approved by CG
MILPERCEN in accordance with b above and
must be conzistent with the guidance regarding
the use of personnel tests issued by the US Civil
Service Commission ot contained in Civilian
Personnel Regulations issued by the Department
of the Army.

5-2. Release of test materials, a. Policy. Copics
of Army personnel test components may be re-
leased Lo proper representatives of Federal, Stale
or local government agencies or friendly foreign
governments and private organizations and in-
dividuals  provided such a relense does not
jeopardize the usefulness of these materials for
current or futwe Army and Department of
Defense purposes, and providing the specifications
of AR 340-17 and 5 UsSC 552 (The Freedom of
luformation Act) are complied with when a request
for release is being evaluated. The Deputy Chief
of Siafl for Personnel will establish policy for the
release of Army personnel test materials except
foreign language selection and proficiency tests,
and will make final determination for such release.
The Director, Defense Language Institute will
esiablish policy for the release of foreign language
sclection and proficiency test materials, and will
make final delermination for their release. The
CG MILPERCEN will release Aiymy personnol
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test materials in conformance with policy estab-
lished by the Deputy Chief of Staff for Personnel
and the Director, Defense Language Institute.
Requeste for release of Army personnel tests, ex-
cept foreign language selection and proficiency
tests, will be sent to HQDA (DAPE-MPE-CS),
WASH DC 20310. Requests for release of foreign
language selection and proficiency test materials
will be sent to the Director, Defense Language
Institute, ATTN: DLIR, Presidic of Monterey,
CA 93920: In the cases of release of Army per-
sonnel test materials, the gaining Government
agency or foreign government may be requested
to furnish operating statistics resulting from the
use of these materiala.

b. Special control for foreign government requests.
Correspondence and material io be forwarded to
friendly foreign countries will be reviewed by
CG MILPERCEN for technical factors or
reasons of sensitivity and transmitted as follows:

TAGO 108A
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(1) Replies which contain any classified
material will be routed through the Assistant
Chief of Staff for Intelligence, Director of Foreign
Liaison, DAMI-FL when sent to—

(@) Military Assistance Advisory Groups
and Missions.

(b) Friendly foreign attachés in Wash-
mgton, DC.

(¢} Friendly governments to addresses ouf-
side CONUS.

(2) Replies which contain only unclassified
material will be routed—

(@) Direct to Military Assistance Advisory
Groups and Missions.

() Through DAMI-FL. when -sent to
foreign attachés or other officials of friendly
foreign governments.

(¢) Through DAMI-FL. when sent to
any unofficial representative or nongovernmental
person of u friendly foreign country.
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APPENDIX
HAND SCORING ARMY PERSONNEL TESTS

A-1. General. All Army personnel tests can be
hand scored even though they may also be machine
scorable. The directions below apply to all tests
which are hand scorable and which have only one
correct answer for each question. Specific direc-
tions for scoring a test with more than onc correct
answer for each question are given in the appro-
priate scoring manual or scoring section of the
manual for administering and scoring that test.
A-2. Preparing answer sheets for scoring. a.
Tests having rights (R) score only. Examine each
suswer sheet for test questions to which more than
one answer has been marked and where there 13 no
clear indication of the intended answer. For any
such questions, draw a bluc line through each
answer mark. Draw the blue line only through the
marks and not through blank bozxes for the item.
b. Tests with rights (R) and wrongs (W) n
the scoring formula. Examine each answer sheet
for omissions andjor for questions to which more
than one response has been marked (i.e., multiple
responses). For each question that has more than
one response marked, and there is no clear indica-
tion of the intended answer, draw & blue line
through all marked responses. Do not draw the
blue line through the blank responses for these
questions. Draw a red line through ull answer
spaces of questions for which no response has been
marked (omissions).
A-3. Scoring the answer sheet. a. Counting right
answers. Place the rights scoring key, printed
side up, over the answer sheet so that the edge of
the key opposite the identification margin of the
key is aligned with the edge of the answer sheet
opposite the identification margin of the answer
sheot. Count all marks that appear through the
holes except those with a red or blue line drawn
through them. This is the number right (R).
Record the number in the box on the answer sheet
as indicated in the scoring directions for the par-
ticular test.
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b. Counting wrong answers. To count wrong
answers, align the rights scoring key again over
the answer sheet and count all unmarked answer
spaces and ell answer spaces having 8 blue line
drawn through them. (Do not.count.those having
red lines drawn through them.). This is the number
wrong (W). Record the number in the box on the
answer sheet as indicated in the scoring directions
for the particular test. :

c. Checking. All scoring must be checked. The
accuracy of the count can be checked by totaling
the number of red lines (omissions), the number of
wrong answers and the number of right answers.
The total should equal the maximum score for the
test. This maximum score will be indicated in the
georing directions. Check to be certain that the
response positions for all omitted questions have
been marked with a red line through all response
positions. Otherwise, omitted questions will be
counted as wrong and the raw score will be
incorrect.

A-4. Raw scores. For tests having a rights (R)
scoring formula, the number right is called the
raw score. For tests with the scoriug formula
rights minus a fraction of wrongs, hand scoring
tables are usually provided in the scoring direc-
tions so that the raw score is read directly from a
table. If there are no tables included in the direc-
ticns, the proportion of wrong answers indicated
in the scoring instructions will be subtracted from
the number right and the result will be the raw
score. The raw score will be recorded in the box on
the answer sheet as indicated in the scoring
directions.

A-5. Converted scores. Il the test requires con-
version of raw scores, conversion tables are pro-
vided in scoring manuals which contain directions
for deriving percentile scores or standard scores
from taw scores.
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The proponent agency of this regulation is the US Army Military Person-
nel Center. Users are invited to send comments and suggested improve-
ments on DA Form 2028 (Recommended Changes to Publications and
Blank Forms) direct to HQDA (DAPC-PMP-T) Alexandria, VA 22331.

By Order of the Secretary of the Army:

FRED C. WEYAND
General, United States Army
Official : Chief of Staff
PAUL T. SMITH
Major General, United States Army
The Adjutant General

DISTRIBUTION : . )
Active Army, ARNG, USAR : To be distributed in accordance with DA Form 12-9A requirements
for AR, Personnel Selection and Classification—A (Qty Rqr Block No. 402).
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