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Section 1: Testing Control Officer (TCO) Duties and Responsibilities 
	Introduction to Testing Services
	


	Purpose
	To establish procedures for acquisition, administration, and safeguarding of tests within [enter learning center location].


	Types of Testing
	· Defense Activity for Non-Traditional Educational Services (DANTES)

· Defense Language Proficiency Test (DLPT)

· Armed Forces Classification Test (AFCT)

· Independent tests (college tests, other approved tests)


	References
	Learning Center TCO, ATCO, or ITCO shall be familiar with all pertinent testing information contained in the below references:

· DANTES Examination Program Handbook (DEPH)

· DANTES Home Page  http://www.dantes.doded.mil/Dantes_web/DANTESHome.asp
· DANTES Catalog of Material   http://www.dantescatalogs.com/
· DANTES Independent Study Catalog http://www.dantescatalogs.com/DISC.aspx
· DANTES External Degree Program DANTES Catalog of Nationally Accredited Distance Learning Programs http://www.dantescatalogs.com/DEDC.aspx
· Nationally Accredited Distance Learning Programs 
(Nationally Accredited Institutions) 

· http://www.dantescatalogs.com/NADLP.aspx
· DANTES Points of Contact (Link) http://www.dantes.doded.mil/Dantes_web/contactus.asp



Continued on next page.

	Introduction to Testing Services (Continued)
	TCO Duties and Responsibilities


	Eligibility for Testing
	Eligibility for testing is determined by reference(s) listed on page 1-1, applicable to the test to be administered.  All personnel admitted to testing must have authorization by the TCO or ATCO.


	Testing Facilities 
	TCO Duties and Responsibilities


	Minimum Standards


	Controlled testing will be scheduled for definite periods of time, and entrance into and out of the room will be prohibited after testing has begun.  Major tests will not be mixed with routine tests, ie. PRAXIS, SAT, DLPT, ASE, etc., and will not be simultaneously scheduled with routine tests such as CLEP, DSST, ECE, etc.  Controlled testing will be performed only in rooms where all windows are securable and the Test Examiner has a clear view of all examinees.  The testing room will be well-lighted, ventilated, and quiet as possible.  Only the TCO/ATCO will determine if the noise level is such that a fair test cannot be given.  It must be used only for testing purposes when scheduled, and have adequate seating to allow reasonable separation during testing.  For the purpose of test administration, an interval timer to accurately time test must be available.


	Location
	Testing will be conducted at the following location(s): [Enter building number]. (Signage should be posted)


	Hours of Operation
	[Enter hours of testing operations].  (Signage should be posted)


	Responsibilities  
	TCO Duties and Responsibilities


	TCO Appointment
	Appointment of Test Control Officers will be done IAW appropriate references list in page 1-1, the first bullet.  For example, the DANTES TCO shall be appointed using the following DANTES Exam Program Handbook (DEPH) instructions.  
While some TCO/ATCO/ITCO changes are initially conditional, all TCO changes must be entered in web-DATIP under the TCO Portal https://dantestcoportal.prometric.com/demis/login/login.aspx



Table 1-1: Requirements for Appointment of TCO 
	Required Documents
	Information/Instructions

	A nomination letter with Statement of Understanding and copy of documentation of the baccalaureate degree.
	See sample TCO and ATCO letters in Appendix’s C and D.

	Training
	Show evidence of successful completion of all required DANTES TCO online training through the virtual website and successful completion of the online testing.  Prospective TCO/ATCO/ITCO will receive access to the site once the nomination paperwork has been submitted to DANTES via the CG Institute.

	Joint TCO Change Inventory
	A physical inventory performed and signed by the outgoing TCO and incoming PTCO/ATCO unless unit has a negative inventory and states this in the nomination letter.


	Test Control Officers will: 
	· Ensure all applicable testing appointment orders are current.  

· Receive training specific to the duties of TCO and successfully complete applicable exam to qualify for TCO.  

· Take over TCO responsibilities only upon compliance with all provisions IAW all applicable references listed on page 1-1.
· Ensure all tests and test materials are properly ordered, received, safeguarded, and returned to the appropriate agency.  

· The TCO, ATCO, or ITCO are the only individuals who may order DANTES sponsored examinations, including special-ordered exams. 



Continued on next page.

	Responsibilities  (Continued)
	TCO Duties and Responsibilities


	Test Control Officers will: (Cont.)
	· The TCO or ITCO is responsible for precluding excessive ordering or stocking of tests, which increases the likelihood of test loss or compromise and creates excessive work. 

· CONUS test centers must order 4 weeks in advance of testing requirements. 

· Overseas test centers must order 6 weeks in advance. 

· Orders for examinations and support materials MUST be submitted on the forms specified by DANTES and the appropriate agency. 

· Sample order forms are found in each examination chapter of the DEPH. 

· Retain copies of test orders until test booklets are received. 

· Ensure the current versions of all test administration instructions are available to the Test Examiner.
· Be familiar with the references listed on page 1-1 and have them readily available. References may be available in various formats, such as CD, computer desktop, internet favorites or hard copy—but they will be “readily” available.

· Check all materials upon receipt and acknowledge receipt by return of signed shipping form. Sign all answer sheets and other official documents to complete the transmittal.

· Test Administrator, and Proctor if required, must be strategically positioned in the testing room to ensure examinees are under constant surveillance. Surveillance includes but is not limited to, frequent walks around the testing stations to ensure examinees are:

· working in the proper section of the test,

· marking the answer sheet correctly,

· not using or creating crib sheets, and 

· doing their own work.

· Certify in writing annually (SOU Appendix F) that he or she has read, understood, and will comply with all provisions of this SOP and appropriate portions of references cited in on page 1-1.



Continued on next page.

	Responsibilities  (Continued)
	TCO Duties and Responsibilities


	The Alternate Test Control Officer Will:


	· Act in the place of the TCO in all functions, except that final responsibility for testing rests with the TCO.

· Certify in writing annually (SOU Appendix F) that they have read, understood, and will comply with all provisions of this SOP and appropriate portions of references cited on page 1-1.


	The Interim Test Control Officer Will:


	· Act in the place of the TCO in all functions during appointment.

· Certify in writing annually (SOU Appendix F) that they have read, understood, and will comply with all provisions of this SOP and appropriate portions of references cited on page 1-1.

· The Interim Test Control Officer (ITCO):  Is appointed, using the same procedures as for a TCO, if a TCO is departing permanently and no immediate permanent replacement is possible. This position is mainly used when there is a break in time between the outgoing TCO and the incoming one, and can be used for no more than 90 days. The ITCO has the same responsibilities and duties as the TCO.


	The Test Examiner Will:
	· Be authorized to administer tests IAW applicable reference(s) on page 1-1.
· Possess a Baccalaureate Degree from a regionally or nationally accredited college or university.  
· Ensure all test results are entered into the appropriate databases as specified in applicable TCO references.
· Successfully complete all required training programs and corresponding examinations to be qualified to conduct the required testing services according to its applicable references(s) listed on page 1-1.

· Be responsible for the daily operations of the testing site referenced in the “Test Facilities” section of this manual, during the hours also cited in the “Test Facilities” section of this manual and administer tests.
· Remain in the test room throughout testing unless relieved by a qualified replacement (TCO or ATCO).  A TEST PROCTOR IS NOT A QUALIFIED REPLACEMENT.



Continued on next page.


	Responsibilities  (Continued)
	TCO Duties and Responsibilities


	The Test Examiner Will:
(Cont.)
	· Ensure all locally scored tests are scored, recorded, and reported to the TCO within one working day after administration.
· Ensure all DANTES tests are posted to DANTES Inventory.

· Maintain all tests and related materials as specified in Section 

· Report all suspected cases of test loss, damage, or compromise (to include cheating) to the TCO or ATCO immediately.  For DANTES tests, assist TCO/ATCO in complying with DEPH, Part I, Test Loss and Compromise, Volume II will be followed. 
· Participate in all inventories and inspections of tests and test materials by the TCO, ATCO or civilian employee GS-11 (or higher).


	The Test Proctor Will:

	· Be authorized to proctor tests IAW applicable reference(s) on page 1-1.

· Assist the Test Examiner in test surveillance when the number of simultaneous examinees exceeds the number specified in the applicable reference(s) cited on page 1-1.
· Quietly walk around the testing room continually while testing is in progress to deter cheating.

· Have no access to any controlled tests or materials.


	Test Security
	TCO Duties and Responsibilities


	Test Containers
	All controlled tests shall be stored in a [GSA 4 or 5 drawer] security container (safe) with build-in combination lock.


	Combination Changes
	Combinations will be changed when any change in testing personnel occurs (TCO, ATCO, ITCO, and Test Examiner) and the outgoing personnel are no longer allowed access to the controlled tests IAW applicable reference(s) on page 1-1.


	Physical Security
	· Test safe(s) will never be left open unless the TCO, ATCO, or Test Examiner is in full sight of the safe.

· All openings and closings of the safe shall be documented on SF 702 and should be verified by an individual who does not know the combination. The SF 702 will be maintained a minimum of one year.

· Nothing will be stored in any test safe other than control tests and test materials, such as controlled answer sheets.

· All locally controlled tests will be serial numbered and accounted by those numbers. Storage, transmittal, and administration shall be IAW instructions provided by the issuing agency.


	Access
	Only the TCO and the ATCO will have access to the combination(s) to the secure container(s) and key(s).  Test Examiners are authorized to have a key to the non-controlled test file cabinet (s).


	Transport of Tests
	The transportation of controlled tests outside the testing area will be held to an absolute minimum and done only when there is overriding need to test off-site. Only the TCO or ATCO have the authority to take controlled tests out of the normal test area and then, only to locations within the TCO’s Coast Guard AOR. During the period the tests are away from the normal test site, the TCO (or ATCO) will ensure they are always in his/her possession.  Locked containers or briefcases must be used when tests are not in use and always kept in sight.


	Ordering Test
	TCO Duties and Responsibilities


	Test Stock
	Shall be applicable depending on whether a unit is a stocking or non-stocking test site.
Stocking DANTES Test Sites
May stock most DANTES-sponsored examinations and are required to submit Monthly/Quarterly Test Inventories.
Non-stocking DANTES Test Sites
May not stock examinations. A Monthly/Quarterly Test Inventory is not required.
CONUS
May order and retain most examinations for 45 days.
Overseas
May order and retain most examinations for 60 days.


	Usage and Special Ordering Patterns
	Will be analyzed at least annually to determine if stock levels should be adjusted up or down. The number of tests stocked shall be the minimum. 




	Test Receipt
	Accountable exam materials will be held in secured storage at official mail pickup site. Only the TCO/ATCO will sign for all accountable exam materials shipments.  


	Test Administration
	TCO Duties and Responsibilities


	Instructions
	All applicable test administration instructions IAW References on page 1-1 will be followed.
Examiner 
Will be familiar with administration instructions and clear up any questions prior to the test.  
Examinee Identification
Each examinee must provide official picture identification (i.e. military ID or appropriate civilian ID).
Examinee Registration
Each examinee will be required to sign DD Form 1572 (the testing register) on the line showing name, ID number, unit of assignment, contact telephone number, date, the test taken, and date/time the test started. Test registers will be kept on file for a minimum of two years within a locked cabinet or file because of PII information.
Test Instructions
Will be limited to what is presented in the applicable test administration instructions. The Test Examiner will not discuss test material with the examinee except to clarify the original test instructions. Blank pieces of paper shall be provided as allowed in the test administration instructions.  
Examinee breaks
Examiner will have a plan for scheduled and unscheduled examinee breaks so test control integrity is maintained.


	Testing Conditions
	Environmental conditions will be checked prior to each session to ensure minimum standards are met as cited in DEPH I-10. Chairs will be checked prior to each test session to ensure they are not “rocky” or otherwise uncomfortable for the examinee. Examinees will be sufficiently separated to minimize the chance of cheating. Test Examiner will be physically present during all testing sessions and visual supervision will be maintained. The Test Examiner will walk among the examinees at least twice each hour to observe test-taking behaviors.  



Continued on next page.

	Test Administration (Continued)
	TCO Duties and Responsibilities


	Testing Conditions (Cont.)
	Timed tests will be properly started and terminated at the appropriate time.  Examinees will be informed, prior to testing, of any time limits that exist.

No talking, eating, smoking, or drinking will be allowed in the testing room.

Hats and outer garments (e.g., raincoats or winter coats) will be left outside the testing room. In addition, no books, notebooks, or other materials will be allowed in the testing room unless allowed by the test administration instructions. All electronic devises such as cell phones, palm pilots, digital cameras, and the like will be left outside the testing room. Most cell phones come with cameras and present a significant risk to test security. Test proctors will be used to supplement test examiner as dictated in appropriate reference(s) on page 1-1.  
DANTES tests
If more than 15 examinees are scheduled to test at a time, one Test Proctor will be employed in the testing room for every additional 15 examines. The number of examinees required to warrant an additional proctor varies from test to test.  Hence, ensure applicable references are verified.  


	Upon Test Completion

	The Test Examiner will collect all material issued. All scratch paper issued will be collected and destroyed (recommend use of shredder). Prior to dismissing the examinees, the Test Examiner will make a page by page check for pencil marks or any damage or page loss in the test booklet.
In the event of damage or loss of test materials the Test Examiner will
ensure no examinee leaves the testing room.  The Test Examiner will then phone the TCO or ATCO for assistance so that he/she can attempt to determine who has taken/lost/mutilated the test materials. In the case of test material loss or missing pages from controlled tests, if no determination can be made, the TCO/ATCO will contact the MPs/CID immediately. The TCO’s chain of command (immediate supervisor or next up)and the Coast Guard Institute will then be notified. A total lock- down of the center should occur.



Continued on next page.


	Test Administration (Continued)
	TCO Duties and Responsibilities


	Upon Test Completion

	The Test Examiner will log out each examinee upon completion, fill in the completion time, and sign each completed line of the test log to indicate all materials have been returned.
In the event an examinee did not complete the test the following steps will apply: 

· In the case of a non-controlled test, test materials will be collected, set aside, and the TCO will determine the examinee’s eligibility to continue the test.  
· In the case of a controlled test, the test will be treated as if it were completed. No examinee will be permitted to leave the testing area with test materials.


	Test Scoring and Score Recording
	When directed by instruction(s) or appropriate reference(s), respective test(s) will be scored as instructed.  





Continued on next page.

	Test Packaging and Mailing
	TCO Duties and Responsibilities


	Test Material Transmittals
	Packaging
All controlled test answer sheets (and test booklets, if required) will be double-wrapped. The inner envelope will identify the contents of the controlled test items.


	Controlled
	Examination materials will be returned (mailed) via certified mail and tracked IAW with applicable reference(s) cited on page 1-1. After receiving the certification number and recording it on the DANTES 1560/14 (or other form where applicable), the test package will be sealed and returned by certified mail or sent UPS or Federal Express as long as system for control is in place (CONUS only including AK, HI, VI, and PR).  All other test shipments will be mailed IAW their specific instructions. Originals of DANTES Form 1560/14 (or other form if applicable) and all certified mail receipts will be kept on file for at least one year. If the TCO does not receive acknowledgment of receipt from the testing agency within 45 days, the TCO shall follow-up with the testing agency to locate missing test.

The Coast Guard supply point [enter appropriate POC info] will hold in secure container for only the TCO/ATCO to sign for all controlled examination materials. Examination materials shall be received, inventoried, and stored in approved safe IAW applicable reference cited on page 1-1. If the TCO/ATCO is going to be away for an extended period of time, a decision should be made regarding returning the UNOPENED materials to the appropriate national testing agency.  


	Non-controlled
	Completed independent tests will be mailed using instructions provided by the academic institution’s professor. Questions or clarification on specific test mailing procedures should be addressed to the examinee’s professor.


	Managing Test Inventory
	TCO Duties and Responsibilities


	Inventorying (Stocking sites)
	Tests that are received without serial numbers will be assigned a local serial number and be inventoried at the same frequency as follows:

· All inventories must utilize the inventory printout from DATIP, which is available in the TCO Portal.  

Monthly-By the TCO/ATCO  
TCO/ATCO will conduct a monthly inventory (at minimum) of all tests on hand, jointly if possible, with the Test Examiner’s assistance. The monthly inventory will be maintained on file in the Testing Room.

Quarterly-By the TCO
A DANTES Form 1560/12 will be completed (for DANTES tests) and forwarded through appropriate channels IAW table found on page I-37 of the Abridged version of DEPH to the DANTES testing agencies so that they arrive on or before the date as published in the DANTES Examination Program Handbook. Tests will be accounted for by serial number.  Record and process quarterly inventories of other types of tests IAW applicable references cited on page 1-1.


	Special
	Upon change of TCO, both the outgoing and incoming TCO will conduct an inventory of all tests on hand (jointly if possible), with the Test Examiners assistance. DANTES Form 1560/12 will be completed and forwarded through channels to DANTES signed by each.  Tests will be accounted for by serial number. The incoming TCO will also conduct a page count of all test materials (excluding sealed test booklets). Record and process quarterly inventories for other types of tests IAW applicable references cited on page 1-1.


	DANTES Annual Testing Facilities Review
	This inspection will be conducted by an officer or civilian employee (GS-11 or higher) who is aware of the DANTES program, but is not an education staff member. The inspector must be appointed by the installation commander IAW provisions of the DANTES Examination Program Handbook. The report will be made on a DANTES Form 1560/11 and forwarded through channels to the DANTES contractor NLT 31 December each calendar year.



Continued on next page.


	Managing Test Inventory (Continued)
	TCO Duties and Responsibilities


	Test lost or compromised
	Suspected test compromise, test loss, or incidents of cheating shall be reported to the TCO and applicable references for reporting suspected test compromise shall immediately be followed. Controlled test loss/compromise will trigger provisions of the DANTES Examination Program Handbook.

If there is any indication of theft, fraud, or collusion in connection with the test violation, the local CID will be called immediately.


	Standard Operating Procedure (SOP)
	An SOP must be written and updated annually to control daily DANTES-sponsored Test Site operations. In addition to the above listed TCO duties and responsibilities, special emphasis should be given to the following:

· security procedures concerning the delivery of DANTES-sponsored test materials when the TCO, ATCO, ITCO, or test examiner is not available.

· notification procedures for the arrival of test shipments.
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	Commonly Used Education Acronyms (Continued)
	Appendix A


AFCT
Armed Forces Classification Test

ATCO
Alternate Test Control Officer
CD
Composite Disk
CID
Criminal Investigation Division

CLEP
College Level Examination Program

COB
Close of Business

DANTES
Defense Activity for Non-Traditional Education Support
DATIP
DANTES Automated Test Inventory Program
DEPH
DANTES Examination Program Handbook

DOD
Department of Defense

DSST
DANTES Subject Standardized Tests

ECE
Excelsior College Examinations
EMIS…(discontinued in 2010)
Examination Management Information System             
ESO
Education Services Officer

ESS
Education Services Specialist

GED:
General Education Development

GRE
Graduate Record Examination

GSA
General Services Administration

GMAT
Graduate Management Aptitude Test

IAW
In Accordance With

ID
Identification

ITCO
Interim Test Control Officer

MOD
Miscellaneous Obligation Document

MP
Military Police

NCO
Non-Commissioned Officer

Continued on next page.

	Commonly Used Education Acronyms (Continued)
	Appendix A


NLT
Not Later Than

PCS
Permanent Change of Station

SAT
Scholastic Aptitude Test

SF
Standard Form

SOP
Standard Operating Procedure
SOU
Statement of Understanding
TCO
Test Control Officer

TELCOM
Telephonic Communication
Appendix B: Establishment of DANTES Test site sample letter
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	Staff Symbol:  

Phone: 

Fax: 

Email: 
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1500 
(date)

From: 
(Official mailing address of activity initiating request)

To:
Director, Defense Activity for Non-Traditional Education Support (Code 20C) 6490 Saufley Field Road, Pensacola, FL 32509-5243

Via: 
U.S. Coast Guard Institute (VE), 5900 SW 64th Street, Rm 228, Oklahoma City,

OK 73169-6990

Subj: 
ESTABLISHMENT OF DANTES TEST SITE

Ref: 
 (a) DANTES Examination Program Handbook

	Enclosures:
	 (1) Statement of Understanding 
 (2) Copy of baccalaureate degree for TCO or ATCO

 (3) Certificate of Training from DANTES Workshop (if applicable)


1. Request establishment of a DANTES Test Site at:

Name of Activity: _______________________________________________

Address:  ______________________________________________________

City ____________________________ State ______ Zip Code: ________

Phone numbers: DSN: ______________ CML: _________________________

This nonstocking activity is _____ miles from the nearest DANTES-sponsored Test Site and will support a total of _____ military and ____ civilians.  The safe/security container is (describe container)_________________ and access is __ is not __ limited to the TCO, ATCO, or authorized Examiner.

2. Name of TCO nominee: ________________________________________________

Rate/Rank/GS Level: _________________ SSN (last four)________________

Official .mil E-mail address (required): ________________________________

DSN: ______________________ CML:  ______________________________

The signed Statement of Understanding is submitted as enclosure (1).

Verification of degree is submitted as enclosure (2). 

Has read and is familiar with reference (a)? ____________________________

Has been a TCO, ATCO, or ITCO in the last 2 years? ____________________

If yes, from _______ to _______ at site _______________________.
[image: image2.wmf]If no, has successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam.  DANTES will annotate successful completion in the nomination package.  

Has viewed the security video entitled, “Test Security is your Responsibility?” Yes _ No_
Subj: 
ESTABLISHMENT OF DANTES TEST SITE AND/OR NOMINATION OF DANTES TCO OR ATCO






















1500

 
(date)

3. Name of ATCO nominee: ____________________________________________

Rate/Rank/GS Level: ____________________ SSN last four ____________

Official .mil E-mail address (required): _____________________________

DSN: ________________________ CML:   _________________________

The signed Statement of Understanding is submitted as enclosure (?).

Verification of degree is submitted as enclosure (?).

Has read and is familiar with reference (a)? _____________________

Has been a TCO, ATCO, or ITCO in the last 2 years?

If yes, from __________ to __________ at site __________________  If no, has successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam. 

DANTES will annotate successful completion in the nomination package. 

Has viewed the security video entitled, “Test Security is your Responsibility?” Yes _ No_ 

4. The SF 702 Security Container Check Sheet will be completed every time the safe containing DANTES  sponsored exams is opened.

5. The DANTES Test Log, DD Form 1572, and DANTES Document Receipt Form, DANTES 1560/14, will be utilized in accordance with reference (a).

6. Once appointed by DANTES, only the named TCO and ATCO will access the DANTES sponsored exams. The TCO will not delegate exam access except to a qualified Test Examiner. While the TCO, ATCO, ITCO, PTCO and Test Examiner are all responsible for the security of the DANTES sponsored exams, the TCO is ultimately responsible for exam security.

7. Once the TCO (or ATCO) is appointed by DANTES, the combination to the safe will be changed. 

___________________________

Signature of Commanding Officer

#
Appendix C: Nomination of DANTES Test Control Officer (TCO) change Sample letter
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	Staff Symbol: 
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Fax: 

Email: 
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1500

Code

(date)

From: 
(Official mailing address of activity initiating request)

To:
Director, Defense Activity for Non-Traditional Education Support (Code 20C) 6490 Saufley Field Road, Pensacola, FL 32509-5243

Via: 
U.S. Coast Guard Institute (VE), 5900 SW 64th Street, Rm 228, Oklahoma City,

OK 73169-6990

Subj:  
NOMINATION OF DANTES TEST CONTROL OFFICER (TCO) CHANGE AT DANTES ID____

Ref: 
(a) DANTES Examination Program Handbook

Encl:
(1) Statement of Understanding (Exhibit 4)

(2) Copy of baccalaureate degree for TCO or ATCO

(3) Certificate of Training from DANTES Workshop (if applicable)

(4) DANTES Test Inventory Report, DANTES Form 1560/12

1. Request appointment of the following person as DANTES Test Control Officer (TCO) at DANTES Test Site ID ________.

Name of TCO nominee: ________________________________________________

Rate/Rank/GS Level: _________________ SSN (last four)________________

Official .mil E-mail address (required): ________________________________

DSN: ______________________ CML:  ______________________________

The signed Statement of Understanding is submitted as enclosure (1).

Verification of degree is submitted as enclosure (2). 

Has read and is familiar with reference (a)? ____________________________

Has been a TCO, ATCO, or ITCO in the last 2 years? ____________________

If yes, from _______ to _______ at site _______________________.

If no, has successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam. DANTES will annotate successful completion in the nomination package. 

Has viewed the security video entitled, “Test Security is your Responsibility?” Yes _ No _
Subj: 
DANTES TCO NOMINATION CHANGE LETTER

1500

(date)

2. Are there currently exams in inventory? Yes ___ No ___

If yes, attach the DANTES Test Inventory Report as enclosure (4).

3. Name of the TCO being replaced: __________________________________ and date the current TCO is expected to leave the position___________.
4. The SF 702 Security Container Check Sheet will be completed every time the safe containing DANTES sponsored exams is opened.

5. The DANTES Test Log, DD Form 1572, and DANTES Document Receipt Form, DANTES 1560/14, will be utilized in accordance with reference (a).

6. Once appointed by DANTES, only the named TCO and ATCO will access the DANTES sponsored exams. The TCO will not delegate exam access except to a qualified Test Examiner. While the TCO, ATCO, ITCO, PTCO and Test Examiner are all responsible for the security of the DANTES sponsored exams, the TCO is ultimately responsible for exam security.

7. Once the TCO is appointed by DANTES, the combination to the safe will be changed.

8. The TCO being replaced is not being appointed as a DANTES ATCO.

___________________________

Signature of Commanding Officer

#

Appendix D: Nomination of DANTES Test Control Officer (ATCO) change Sample letter
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Phone: 
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1500 
(date)

From: 
(Official mailing address of activity initiating request)

To:
Director, Defense Activity for Non-Traditional Education Support (Code 20C) 6490 Saufley Field Road, Pensacola, FL 32509-5243

Via: 
U.S. Coast Guard Institute (VE), 5900 SW 64th Street, Rm 228, Oklahoma City,

OK 73169-6990

Subj: 
NOMINATION OF DANTES TEST CONTROL OFFICER (ATCO) Change at DANTES ID _________ 

Ref: 
 (a) DANTES Examination Program Handbook

Encl:
 (1) Statement of Understanding

 (2) Copy of baccalaureate degree for ATCO

 (3) Certificate of Training from DANTES Workshop (if applicable)

 (4) DANTES Test Inventory Report, DANTES Form 1560/12
1. Request appointment of the following person as DANTES Test Control Officer (ATCO) at DANTES Test Site ID ________.
Name of ATCO nominee: ________________________________________________

Rate/Rank/GS Level: _________________ SSN (last four)________________

Official .mil E-mail address (required): ________________________________

DSN: ______________________ CML:  ______________________________

The signed Statement of Understanding is submitted as enclosure (1).

Verification of degree is submitted as enclosure (2). 

Has read and is familiar with reference (a)? ____________________________

Has been a TCO, ATCO, or ITCO in the last 2 years? ____________________

If yes, from _______ to _______ at site _______________________.

If no, has successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam. DANTES will annotate successful completion in the nomination package. 

Has viewed the security video entitled, “Test Security is your Responsibility?” Yes _ No _
Subj: 
NOMINATION OF DANTES TEST CONTROL OFFICER (ATCO)

               1500 
(date)
2. The SF 702 Security Container Check Sheet will be completed every time the safe containing DANTES sponsored exams is opened.

3. The DANTES Test Log, DD Form 1572, and DANTES Document Receipt Form, DANTES 1560/14, will be utilized in accordance with reference (a).

4. Once appointed by DANTES, only the named TCO and ATCO will access the DANTES sponsored exams. The TCO will not delegate exam access except to a qualified Test Examiner. While the TCO, ATCO, ITCO, PTCO and Test Examiner are all responsible for the security of the DANTES sponsored exams, the TCO is ultimately responsible for exam security.

5. Once the ATCO is appointed by DANTES, the combination to the safe will be changed.

6. The ATCO being replaced is ___________________________ and date the current ATCO is expected to leave the position___________.
___________________________

Signature of Commanding Officer

#
Appendix E: Checklist for change of tco
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Checklist – Requirements to change 

Test Control Officer – TCO  

Alternate Test Control Officer – ATCO

Interim Test Control Officer - ITCO
· Prepare Memorandum of appointment for DANTES Test Control Officer (TCO) Alternate Test Control Officer ATCO) or Interim Test Control Officer ITCO) at DANTES Test Site ID________ IAW Exhibits  found in FY08 Abridged Version of DANTES EXAMINATION PROGRAM HANDBOOK (DEPH)
· Provide signed Statement of Understanding 

· Provide Verification of degree (Either a copy of actual diploma or college transcript showing confirmation of degree).
· Verify TCO applicant has read and is familiar with DANTES Examination Program Handbook

· Has requested, enrolled and/or successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam and received notification from DANTES of successful completion. 

· Has viewed the security video entitled, “Test Security is your Responsibility?” 

· Are there currently exams in inventory? Yes ___ No ___
· If yes, attach the DANTES Test Inventory Report 

· Has Annual Review been completed and submitted to the Institute prior to 01 December of the current year?

· ***Safe combination scheduled to be changed once appointment has been approved.
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Appendix F: TCO/ATCO Statement of Understanding (Sou) for DANTES Sponsered Testing
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TCO/ATCO STATEMENT OF UNDERSTANDING

FOR DANTES SPONSORED TESTING

I, (insert name of nominee) SSN (last 4 digits) have read and understand my duties and responsibilities as outlined in the DANTES Examination Program Handbook (DEPH) Part 1. 

I acknowledge I will perform all required duties and responsibilities as described in the DEPH.

I acknowledge the likelihood of administrative or disciplinary action for compromising or losing tests as a result of failing to comply with the DEPH instructions.

(For TCO Appointment only) I acknowledge with my appointment a joint physical inventory will be performed with the current or outgoing TCO, or if not available, with a commissioned officer O-4 and above, within five (5) calendar days of appointment. 

I acknowledge with my appointment I am responsible for the exams currently allocated to this DANTES Test Site including their security, appropriate administration, and eventual return to the test agencies.
Once I verify the exams currently allocated to this DANTES Test Site, I am responsible for their security, appropriate administration, and eventual return to the test agencies. 

I understand appointed DANTES testing personnel (TCO, ATCO, ITCO and Examiners) and their family members are not eligible to test on DANTES sponsored examinations until 6 months following the expiration of their appointment.

____________________  

_______ 
____________________________

Signature of Nominee 

Date 

Printed Name of Nominee and Grade

____________________

_______ 
____________________________

Signature of 



Date 

Printed Name and Grade

Commanding Officer

� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





Exhibit 1












_1106609439.doc
[image: image1.png]U.S. Department of
Homeland Security

United States
Coast Guard








