  DIVISION OF EMERGENCY MEDICAL SERVICES

TESTING AGREEMENT

□ FIRE SAFETY INSPECTOR
□ PUBLIC SAFETY INSTRUCTOR TECHNIQUES
The Division of EMS, is concerned that the utmost care and a high level of security are necessary to ensure the integrity of the _________________________ examination






      (Exam Type)

owned by the Division of EMS and which a student must pass prior to receiving an Fire Safety Inspector certification.  Therefore, the chartered training institution must agree that the procedures set forth in this document, as amended from time to time, must be followed in the administration of all testing materials.  By their signatures on this agreement, the Division of EMS, the Program Director, and the chartered training program acknowledge that they have read, understand, and agree to abide by all of the requirements contained herein.

Program Administration Procedures and Security Measures

An accredited training program must complete and submit to the Division of EMS a roster of test candidate to be tested.  Program Director as the person directly responsible for safeguarding all testing materials and conform to all the requirements set forth in this document, as may be amended from time to time.

Upon receipt of a satisfactory roster, the Division of EMS will approve the chartered training program to receive testing materials and administer tests at the facility.   The Division of EMS will detail any deficiencies in instances where the roster submitted is not satisfactory and will provide guidance to the program in correcting the deficiencies. 

Receipt of Materials

Immediately upon receipt of testing materials from the Division of EMS, the Program Director must inventory all materials and report any discrepancy of the materials.  The roster shall include the chartered school code, name of the chartered training program, number of students testing, shipping information, and signature of the Program Director.  The examinations shall be kept in the locked file cabinet or safe used for storage of the testing materials, pursuant to Paragraph B of the Storage of Material section below.  The roster shall be sent by certified mail, return receipt requested, to the Division of EMS, Attention: Testing Coordinator, at the address above. 

Storage of Material

The chartered training program must incorporate the following provisions in storing all testing materials:

A. All test materials must be stored in a sturdy, locked file cabinet or safe that is accessible only to the Program Director and one alternate.  The Program Director and alternate must be the ONLY persons with access to the keys or combination to the lock.  The name of the alternate must be included on the testing roster and received by the Division of EMS within ten (10) business days.   

B. Test material must be inventoried upon receipt, before, and after each test administration.   All exam materials must be shipped overnight to the Division of EMS within 48 hours of the completed examination.
C. Test booklets, answer sheets, or any other testing materials cannot be copied or otherwise reproduced.

D. All answer sheets, whether partially or completely used, are confidential and must be treated as restricted material.

There will be no exceptions to the requirements listed above. Chartered training programs suspected of violating these policies will be required to cease testing until an investigation is conducted.  
Test Administration

Program Director may permit others to administer the examinations.  This does not relieve the Program Director of the ultimate responsibility for test security.  The Program Director must maintain a sign out/accountability roster.  Using program instructors to administer the exams is prohibited. The Program Director shall address any challenge or questions concerning the exam after the exam.  All testing material must be returned to the Program Director for inventory and secure storage immediately following the exam session. Examinees are prohibited from reviewing their answer document or test booklet once their examination is completed.

Test Compromise

If a test booklet or graded answer sheet is misplaced, lost, or compromised in any way, the Program Director must strictly adhere to the following procedures:

A. Upon discovery of loss or compromise of any testing material, all testing at the chartered training program must be stopped. No further testing may be conducted until written authorization has been received from the Division of EMS.

B. The Program Director, upon the discovery or suspicion of missing testing materials or compromising of the test materials, must immediately report the loss or suspicion to the Division of EMS both by telephone and in writing.

C. No examination results may be released or issued for any examinee(s) at any testing session in which a test loss or compromise occurred until a through investigation is conducted.
D. If it appears that the compromise is a result of a theft, the Program Director shall notify the proper law enforcement agency.

E. A representative from the Division of EMS will visit the training institution where the compromise occurred and consult with the Program Director and their alternate concerning the investigation and the appropriate security procedures.

F. The Program Director must submit to the Executive Director of the Division of EMS a report that include all of the following topics:

1. A detailed description of the facts of how the loss or compromise was discovered (Who discovered it, how was it discovered, and the actions the discoverer took.);

2. A detailed description of the facts of how the loss or compromise occurred;

3. A detailed review of any failures or problems in the program’s documented test administration procedures and security measures which may have contributed to the loss or compromise;

4. A detailed statement from any and all staff members or examinees who know information relevant to the loss or compromise; 

5. A detailed discussion of recommendations from the Division of EMS representative;

6. A detailed description of security measures that will be implemented to prevent future loss or compromise;

7. A detailed description of any administrative changes that will implemented to facilitate improved security measures;

8. A copy of the police report (if applicable).

Special Provisions

Breaches of security may reflect poor supervision and inadequate security measures.  Any loss or compromise of testing materials may result the Division of EMS taking one or more actions including, but not limited to, the following:

(1) Suspension of testing privileges for a period determined by the Executive Director of EMS;

(2) Refusal to permit the Program Director and/or alternate future access to testing materials;

(3) Action against the charter of the training program;

(4) Permanent denial of testing privileges for a program that has repeated loss or compromises of testing materials.  However, two (2) years after the effective date of the suspension the program may petition for reinstatement.

Future Requirements May be Added

The parties acknowledge that experience may establish the need for amended or additional administration or security requirements for the testing materials.  All parties may suggest such amendments or additional requirements.  The Division of EMS, as the owner of the examination, has the authority to issue any amended or additional requirements. The Program Director and the chartered training program will implement any amended or additional requirements so issued or surrender the privilege of administering the examination at its facility.  The Division of EMS will provide guidance to assist in the implementation.

___________________________________

_______

Program Director Signature 


Date

___________________________________

________

Administrative Head of Charter 


Date

