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This SOP describes the procedures to be followed to ensure quality assessment practices for written 
exams. 

 

 
 

Office of Curriculum Effectiveness & Evaluation/Course Directors /Chairs/Faculty 

--follow consistent procedures for vetting of all items submitted as a test bank question to ensure 
valid and reliable assessments. 

 

 
 

1. Faculty write and enter exam questions (or have questions entered for them) into the ExamSoft 
test bank following guidelines set forth by the Item Writing Oversight Committee 

2. Faculty author asks a minimum of two additional members of the faculty to vet their test 
questions for content, structure, and grammar. 

3. Vetting faculty provides comments within the “Internal Comments” section of the question in 
ExamSoft. 

4. After a minimum of two faculty members have vetted and provided comments, the author returns 
to the question and makes any needed modifications based on the vetting concerns. These 
changes are reflected in internal comments. 

 
 

5. After the initial vetting process, the test question is formatted by Testing Center personnel and is 
assigned “approved” status within the ExamSoft test bank. This status of “approved” designates 
that the required vetting by faculty has been completed, and the question is available for use on 
an exam. 

6. A calendar appointment for the exam inspection is sent to the Couse Director and all faculty who 
have submitted questions for the exam. 

7. Once a written exam is compiled, a DRAFT copy is placed in Year 1 and Year 2 exams folder in 
Microsoft Teams. Prior to the calendar appointment, these individuals vet the entire exam for 
overall appropriateness and quality, as well as providing an additional level of vetting of each test 
question.   Comments are made on the electronic version of the exam in Microsoft Teams
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8. All comments are addressed and discussed during the exam inspection. The Testing Center will 
make edits as identified during the inspection, and ensure they are incorporated into the final 
version of the exam prior to its delivery to students. 

 

 
 

The policy will be maintained by the Office of Curriculum Effectiveness & Evaluation and reviewed as 
needed. 
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