COMMONWEALTH OF VIRGINIA
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TESTING MEMO NO._594

November 21, 2006

	TO:
	Division Directors of Testing



	FROM:
	Shelley Loving-Ryder, Assistant Superintendent

Division of Assessment and Reporting



	SUBJECT:
	Fall 2006 Standards of Learning Non-Writing  Assessments Audit 


According to Informational Superintendent’s Memorandum No. 96, dated May 5, 2006, the Department of Education will conduct audits during the Fall 2006 Standards of Learning (SOL) Non-Writing Assessment Administration. Ten percent of the schools may be audited during the administration of the content specific history, grade 8, and end-of-course tests. Audits may include an on-site visit to selected schools as described in the attached Audit Process and the Fall 2006 Standards of Learning Non-Writing Assessment Audit Questionnaire. The entire audit will be managed by the Division of Assessment and Reporting. 

Audits are being conducted to ensure that students are tested as prescribed by state and federal guidelines; to ensure divisions are following best practices regarding test security and the handling of test materials; and to gather information regarding methods to improve procedures and maximize efficiency. The audits will focus on pre- and post-administration preparation, training, security, test administration, and materials management. 

Directors of Testing (DDOT) in divisions identified for an on-site audit will be notified by e-mail at least 48 hours in advance and requested to immediately provide the testing schedule for all schools. Notifications for desk audits will include a request for documentation of certain pre- and post-test preparation activities, such as division and school training materials, attendance logs, etc. The DDOT will be given sufficient time to submit this documentation to the Department of Education. While the on-site audits will be unannounced, the Department of Education does not intend to surprise anyone regarding the process to be observed, questions to be asked, or materials to be reviewed.  You are encouraged to share audit materials with division school staff.

If you have questions, please contact the Division of Assessment and Reporting by e-mail at darfax@doe.virginia.gov or by phone at (804) 225-2107.
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Fall 2006 Standards of Learning Assessment Program 

Audit Process   

Purpose of the Audit 

The audit is an integral part of the assessment process, and the purpose is to:

· ensure that students are tested as prescribed by state and federal guidelines;

· ensure divisions are following best practices regarding test security and management of test materials; and 

· gather information regarding methods to improve procedures and maximize efficiency.  

The SOL Assessment Program Audit process consists of the following five focus areas.  

1. General information regarding the division’s test administration plan   

2. Training

3. Test Security

4. Test Implementation

5. Materials Management

Audits may be conducted for ten percent of the school divisions. School(s) within the division may be selected for one or more of the three audit phases (before, during, or after testing). 

The three audit phases are:

· Phase I Audit – Concerns testing procedures that occur before testing. Typically, this audit is conducted as a “desk” review of documentation. This documentation may be requested from the division or automatically accessed   through electronic files at the Department of Education or Pearson Educational Measurement.   The Department of Education may request that documentation be provided by e-mail, fax, or regular mail.

· Phase II Audit – Concerns testing procedures that occur during testing. The Department of Education will conduct a one-day onsite visit to a selected school and will observe the testing session. The Department of Education may request that documentation be provided by e-mail, fax, or regular mail.

· Phase III Audit – Concerns testing procedures that occur after testing. Typically, this audit is conducted as a “desk” review of documentation.  This documentation may be requested from the division or automatically accessed   through electronic files at the Department of Education or Pearson Educational Measurement. The Department of Education may request that documentation be provided by e-mail, fax, or regular mail.

Advance Notification

The Virginia Department of Education will notify the Division Director of Testing (DDOT) by e-mail or fax at least 48 hours before on-site audits are to be conducted in the school division. However, this notification will not include the name of the school(s) to be audited.

The Division of Assessment and Reporting will request that a copy of the division’s testing schedule for each school be submitted immediately.  The schools’ testing schedules should include the name of test, level, location, and Examiner’s name. This information may be e-mailed to darfax@doe.virginia.gov or faxed to (804) 371-8978. 

Notifications for desk audits will include a request for documentation of certain pre- and post-test preparation activities, such as division and school training materials, attendance logs, etc. The DDOT will be given sufficient time to submit this documentation to the Division of Assessment and Reporting.

On-site Audit Process

The Auditors will

· arrive at the school about one hour before the selected testing session begins, 

· observe the protocol for visitors that is in effect for each school,

· carry a letter of introduction on the Virginia Department of Education letterhead and present photo identification upon request,

· ask the school office staff to notify the DDOT of their arrival;

· meet with the School Test Coordinator (STC) in the school to be audited;

· observe the distribution of testing materials to the selected Examiner, if possible;

· remain with the Examiner for the entire testing session; 

· observe the Examiner’s collection of testing materials from students and the return of testing materials to the STC; and

· complete an observation questionnaire during the testing session. 

The Auditor should be unobtrusive in the classroom and should not converse with the Examiner or students. If questions are addressed to the Auditor by the Examiner/Proctor or by students, auditors will respond in a general manner with responses restricted to the audit process.

Audit Report

· The Division of Assessment and Reporting will provide the Division Audit Report to the DDOT approximately 8 weeks after the completion of the audit process.

Thank you.

