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	Louisiana Wing Operating Instruction PD01-08B


January 29, 2008

Professional Development

TEST CONTROL PROCEDURES


1.  In accordance with CAP’s revised Air Force Professional Military Education (PME) testing procedures issued 1 Jun 07, LA Wing has implemented some new controls to ensure compliance.  CAP members requiring exams for AF PME courses (e.g., Air War College, Air Command & Staff College, Squadron Officer School, Senior Noncommissioned Officer Academy, and Noncommissioned Officer Academy) must comply with one of the following testing formats (in order of preference):
· Electronic format—at a military base testing center (coordinated through CAP-USAF State Director)

· Paper format—under the supervision of the CAP-USAF State Director or AF reservist

· Paper format—under the supervision of TWO CAP members who have been approved in advance by the CAP-USAF State Director

Because the CAP Senior Officer Course, AFIADL 00013, is considered a professional course (CAPR 50-17, Chapter 8), end of course exams will be administered under these same guidelines in LAWG.  This testing (in paper format) will require the supervision or coordination of the CAP-USAF State Director, and tests received at LAWG will be held until arrangements for administering exams are confirmed.  They will normally be forwarded to the CAP-USAF State Director or AF reservist administering the exam.  A review course for AFIADL 00013 and testing opportunity are generally available at the LAWG training academy three times annually.  Other arrangements to test under the supervision of the CAP-USAF State Director or AF reservist may also be available.  If the CAP-USAF State Director authorizes testing at the local unit, then the test will be forwarded to the unit testing officer receiving prior approval for administering the exam.  Tests must be administered in accordance with CAPR 50-4.
2.  Testing for AFIADL specialized courses for CAP members also require control procedures.  Tests received for courses which provide training in the performance of specialized duty (e.g., Public Affairs, Scanner, Observer, Emergency Services, and Safety) may be administered by the local unit testing officer.  When these tests are received at LAWG, they will be released to the local unit testing officer who is identified in MIMS.  If a unit does not appoint a testing officer in MIMS, then that unit will NOT receive paper tests from LAWG.  Again, tests must be administered in accordance with CAPR 50-4.  
3.  Each test answer sheet provides the student’s program date of enrollment (DOE) for the course.  Tests must be completed, mailed, scored, and posted before 12 MONTHS following this date.  The format is confusing; AFIADL uses YRMODY for this date.  Testing officers must NOT administer any test without checking this date and ensuring timely completion of the course within the allotted one-year enrollment period.

4.  A test control log will be maintained at LAWG HQ.  As tests are received, they will be entered into the log and secured.  Once released, they will be forwarded to the person administering the test.  After the test has been given, LAWG shall be notified that the test was administered and answer sheet mailed.  A self-addressed postcard will be provided with each test mailed (sample attached).  Test administrators should complete the card and return to LAWG.  If for some reason a test is not administered, then the test should be destroyed and the card noted and returned to LAWG.  Unit testing officers should keep a similar log in accordance with CAPR 50-4.  Units who already have tests in their possession should complete an inventory immediately and adhere to all elements of the new test control procedures.
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