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PROJECT STATEMENT

To defi ne and improve the Accuplacer testing process (College wide) as measured by 
consistent practices in the following areas:

1.  Training of proctors 
2.  Testing Environment and equipment
3.  Preparation resources for students
4.  Increased diligence of Accuplacer score entry to Datatel
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BACKGROUND
 This AQIP Team engaged in addressing a testing related issue at CMC.  There are many as-
pects of testing college-wide but after some discussion it was determined that the test that impacts the 
most students, faculty, and staff is the Accuplacer.
 
 The Accuplacer test assesses students’ reading, writing, and math levels and is one of the pri-
mary ways that CMC students prove placement. The results of the Accuplacer play an important role 
in student success. These results determine which classes the student will begin with, either develop-
mental or college level.
  
 To understand the importance of Accuplacer testing, the AQIP team reviewed Colorado Higher 
Education policy concerning placement testing. Several years ago the Colorado Department of Higher 
Education issued a statewide Remedial Education Policy.  In this policy the following students must 
prove their level of ability in the reading, writing, and math areas:

1. First time degree seeking
2. Age 17 – 19 including undeclared students
3. No previous degree who declare: AA, AS, AGS or AAS

Students falling into one of these categories can prove their levels through:

1. Accuplacer
2. ACT or SAT scores (completed within the last 5 years)
3. Associate or higher degree (indicated on CMC application)
4. Previous college coursework

 In 2008, CMC purchased 5,445 Accuplacer test units and in 2009 CMC purchased 8,589 test 
units. Evidence shows that the number of test units given is steadilty increasing and will continue to 
increase as the college grows. Due to these factors our team decided to analyze the Accuplacer 
testing process and practices. 

 In order to gain a boarder picture of the Accuplacer process, this AQIP team mapped out  differ-
ences in the current workfl ow processes used to administer Accuplacer at two commuter campuses, 
Aspen and Vail/Eagle Valley. The team also sent out a survey to each campus to gather data concern-
ing the people involved in the testing process, testing environment, Accuplacer resources and study 
guides used by each campus, and  technology issues experienced by each campus. 
 
 Another area of concern for this team was compliance with the Accpulacer licensing agreement. 
The Accuplacer Manual states, “The ACCUPLACER License Agreement requires that ALL testing be 
done in a secure and proctored setting.  There are no exceptions to this requirement.  No student 
should be allowed to take the test without the constant supervision of an approved proctor.  

• A human proctor must be physically present throughout the 
         administration of the exam.
• Web cameras or other monitoring devices may not be used 
         for remote proctoring.”
 

 Problems that have been identifi ed regarding this testing process at CMC, including, inconsis-
tency in:  proctoring, testing environments, advising prior to and after testing, timely entering of scores 
into Datatel, staff training, and implementing Accuplacer updates.
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OPERATIONAL DEFINITIONS
Accuplacer – The purpose of ACCUPLACER tests is to provide students with useful informa-
tion about their academic skills in math, English, and reading. The results of the assessment, 
in conjunction with the student’s academic background, goals, and interests, are used by aca-
demic advisors and counselors to determine appropriate course selection.

ACT – American College Testing (ACT) program. The ACT is an achievement test that mea-
sures student learning from high school and consists of 4 subject components, English, math, 
reading, and science. The ACT is used as a national college admissions examination.

Advisor - Typically full or part time faculty who provide academic advising to CMC students.  
Many times these advisors will work with students in their area of study, for example, culi-
nary, outdoor education, ski area operations, etc. These advisors typically do not handle career 
counseling or personal issues. 

College Counselor - Works with students regarding the following topics: academic, career, 
transfer, testing and some personal issues.  Many other duties and committee work are in-
cluded in their responsibilities.

Developmental Education – Postsecondary remedial education (also known as postsecond-
ary remediation, developmental education, basic skills education, compensatory education, or 
preparatory education) is large and growing segment of higher education in the United States.   
It is composed primarily of sequences of increasingly advanced courses designed to bring 
under-prepared students to the level of skill competency expected of new college freshmen.

Grace Period - There are two state laws, placement testing and immunization, which allow the 
students time to become compliant.  This means that a student may register for their fi rst se-
mester.  During this time they must take steps to be in compliance with the law or they will not 
be able to register for any subsequent semester.  For example: a student registers for the Fall 
Semester; during this time they provide immunization records.  Their Datatel record is updated 
to refl ect this information.  This will remove the hard hold so they may register for Spring.

Hard Holds - A rule written in Datatel that prevents or stops a student from registration.  The 
reason for the hold must be dealt with before the hold can be lifted.  For example: a student 
owes the college money; they cannot register for classes until the account balance is cleared.  
Or a student is on Academic Suspension; the student cannot register until they have met with 
the Academic Standards Committee and they approve a reinstatement on Academic Probation.  
All of these types of holds are in place due to either CMC policy (business offi ce hold, academic 
suspension, high school), state law (high school, immunization, placement testing, readmit, 
selective service) or federal law (social security number).  These holds cannot be overridden 
by registration staff.
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Noncourse - This is a “course” created in Datatel for which the student cannot register.  It is 
used to capture test scores and creates a record for the student.  This record can then be used 
as the prerequisite.  For example there are noncourses created for Accuplacer, SAT, Computer 
Profi ciency (SAM), college level reading, national exams, etc. 

Placement - The academic starting point for students new to CMC.  A student’s ability level 
in reading, writing and math are assessed and used to determine proper selection of courses.  
Four options are available to determine the courses a student is qualifi ed to take: Accuplacer, 
ACT, SAT and previous college credit.  Predetermined cut off scores have been set by the state 
for placement when using the Accuplacer, ACT or SAT.

Prerequisite - A course or test score required prior to registration in a specifi c course.  For ex-
ample: a student must have taken BIO-111 (grade of C- or better) prior to enrolling in BIO-222 
or a specifi c placement test score to enroll in ENG-121. 

Proctor - Any employee who assists with the administration of testing.  Proctoring is typically 
handled by the counselors or someone from the registration staff (front desk).  Testing may in-
clude:  Accuplacer, exams for CMC distance learning classes, exams from outside colleges and 
universities, Spanish placement testing, CLEP, computer profi ciency, etc.SAT – Scholastic As-
sessment Test (SAT), formerly Scholastic Aptitude Test. The SAT assesses the critical thinking 
skills students need for academic success in college and consists of three subject tests includ-
ing reading, writing, and math. The SAT is used as a national college admissions examination.

SAT – Scholastic Assessment Test (SAT), formerly Scholastic Aptitude Test. The SAT assesses 
the critical thinking skills students need for academic success in college and consists of three 
subject tests including reading, writing, and math. The SAT is used as a national college admis-
sions examination.

Soft Holds - Alert statements during the registration process.  These are attached to the course 
section.  They are for prerequisites and co-requisite checking.  Alert statements will also occur 
if there is a time confl ict between two or more sections or when a section is full and the waitlist 
option is offered.  These can be overridden by registration staff.
 
TABE - The Test for Adult Basic Education (TABE) is a diagnostic test used to determine a 
person’s skill levels and aptitudes. In the reading portion, you’ll be tested on your vocabulary 
and reading comprehension. The English portion will test for spelling, punctuation, grammar, 
sentence and paragraph structure, etc. The math section doesn’t involve much complex math-
there are some question on pre-algebra, but mostly it’s about basic math, and understanding 
fractions, percentages, and the decimal system.

Testing - The proctoring of any tests by someone at CMC, typically a designated proctor.  This 
testing can be for a variety of reasons, such as, initial placement into classes at the college, 
challenge exam for earning college credit, career assessments, exams for classes that stu-
dents are currently enrolled in (can be either CMC classes or classes from other schools), and 
national testing for specifi c careers.
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 PROCESS FLOWCHARTS

 To begin our AQIP team analysis of the Accuplacer process, we found it essential 
to look at examples of the Accuplacer process currently used at two of the CMC campus-
es. The process fl owchart on page 8 is representative of the Accuplacer process from 
the time a student registers and receives a placement test hold on their student account, 
to the time in which they would be able to continue to register at the Aspen campus. This 
process can be compared to the process fl owchart on page10, which is representative 
of the processes at the Vail/Eagle Valley Campus.
 
 Currently, due to the number of different students, their age, and their academic 
levels upon entrance to Colorado Mountain College, it is not required to attach placement 
test scores to student applications. Therefore, student placement scores are requested 
when a student receives a placement test hard hold (see Appendix 1) upon registering. 
The placement test hard hold will not allow students to register for certain classes that 
require reading, writing, or math placement test scores as a requirement or pre-requisite 
of the class. For example a new student signing up for ENG-121 must provide required 
test scores or transcripts to show college level reading and appropriate writing levels. A 
student may meet the placement test hold by providing ACT, SAT, Accuplacer scores, or 
college transcripts that meet assessment score cut-offs or through the evaluation pro-
cess are determined to meet the pre-requisite requirements.
 
 If a student’s ACT, SAT, or college transcripts does not meet the placement test 
cutoffs or through evaluation does not meet the pre-requisite requirements for a course, 
then the student can take the Accuplacer tests in lieu of the other documents. The stu-
dent is encouraged to meet with a counselor before testing to attain information or re-
sources related to the testing and to schedule a time and day to conduct the testing. 
 
 The importance in looking at the process is the need to serve the students and up-
hold our college value of responsiveness. Students are often registering for classes that 
fi ll quickly and have limited spaces, therefore the Accuplacer process has been identi-
fi ed as a possible “bottleneck” area that can hinder or delay a students ability to move 
forward in the overall registration process.
 
 By examining these process fl owcharts and through surveying the other campuses 
the goal of the Accuplacer AQIP team is to provide college-wide guidelines that will im-
prove all aspects of the current Accuplacer testing process.
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FLOWCHART DESCRIPTION
Placement Testing Process at Vail-Eagle Valley Campus

Orientation:  Students new to CMC who have earned less than 15 credit hours are 
directed by the front desk staff to attend a “Step One” presentation.  “Step One” is a 
one hour group presentation covering an introduction to CMC and our application, 
registration and placement process.  At the end of “Step One”, a student knows what 
placement qualifi cations need to be met.  

Testing:  If Accuplacer testing is needed, students attend one of our group Accuplacer 
testing sessions.  After testing, two copies of the student’s results are printed out.  
The student receives one and the other is entered into Datatel by one of the regis-
tration staff then fi led at the front desk.  Sometimes a student’s record is not yet in 
Datatel (no application on fi le) so the Accuplacer scores are held in the fi le until they 
can be entered.  Students are allowed two attempts at each Accuplacer subject test 
per semester.

Advising:  After Accuplacer testing is complete students schedule an appointment 
to meet with a counselor/advisor to discuss educational goals, placement results, 
course selection and registration steps.

Registration:  Students complete a registration form and present it to the front desk 
for registration into classes.
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ANALYSIS OF RELATIONS DIAGRAM

 As a result of the Cause and Effect Diagram, the team was able to identify 3 
major issues within the Accuplacer Testing Process:  training, equipment, and time 
of day.   This diagram assisted the team in naming the causes vs. the effects.  The 
information is signifi cant because it shows relationships in the proctoring process.

 In conclusion, the results of the Relations (Cause & Effect Diagram) indicate 
that overall training, which had 7 causes, was pivotal to improving the Accuplacer 
testing process.  Implementation of a training program for improving the proctor pro-
cess will address this issue.  Equipment, which had 6 causes, was also an important 
indicator which relayed the necessity of having operational computers available at 
each campus.  The third issue was time of day that the student tested.  Surprisingly, 
although this issue may be overlooked as signifi cant, greater awareness of this issue 
may assist counselors, proctors and registration staff in advising students about the 
best time to test.  Improved practices for these 3 issues should increase student suc-
cess overall when taking the Accuplacer placement test.

Factors Effect on Other Factors Effected by other Factors
Training 7 0

Equipment 6 1
Time of Day 5 3
Resources 3 4
Score Entry 3 4
Environment 3 5

Counseling Before 2 5
Counseling After 0 7
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CAUSE AND EFFECT DIAGRAM OF SCORE ENTRY

 One of the issues with Accuplacer and registration is inconsistency in data entry 
of Accuplacer scores.  The team decided to use the Cause and Effect diagram as the 
most effective way for brainstorming.  We used the fi ve components of workforce, 
environment, methods, materials and machines to start our process.  

 The results of this brainstorming indicated that there are several factors that 
can affect score entry.  While some causes may be out of our control such as com-
puters down or printers malfunctioning it appeared that with appropriate training many 
of these factors would decrease.  This training would include best practices on actual 
data entry (appropriate mnemonics) and correct interpretation of scores. Another way 
to ensure accurate data entry is to investigate automatic downloading of scores from 
Accuplacer to Datatel.
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ACCUPLACER STUDENT RESOURCES

 In an attempt to defi ne and implement consistent practices college wide in Acc-
uplacer, we (the AQIP Accuplacer Action Team), noted one of the areas needing im-
provement was to provide students with reliable and updated practice testing materi-
als and resources.  An email request for samples of these study materials was sent to 
each of the Colorado Mountain College campuses. 
 
 Resource samples were received from all eleven Colorado Mountain College 
sites.  The following article represents the name of the person who submitted the re-
source, the name of the campus/site it was received from, the document title(s), and 
the number of pages in the document.  Upon receipt an alphabetic key reference letter 
was assigned to each document.  Please see key for explanation.  
 
 In addition, page two of this article defi nes the most widely used Accuplacer doc-
uments college wide.  The top 4 documents are listed along with the number of cam-
puses/sites they are used by.
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TECHNICAL ISSUES INVOLVING ACCUPLACER
 As part of our investigation into the various problems surrounding Accuplacer testing, the AQIP team 
requested a copy of Service Desk call logs pertaining to Accuplacer technical issues (see Appendix ***). From the 
information that the service desk provided, we were able to classify the calls into the defi ned categories below:

Issue Related To Accuplacer 
Logged With Helpdesk

2006 2007 2008 2009

Computer  & Hardware Issues 2 1 2
ConnecƟ vity & Internet issues 1 1 3

Datatel Issues 1 4 2 1
Login Issues 1

Printer Issues 1 2 1
Student Resource Issues 1

SoŌ ware Issues 3 5 3 2
Setup Requests 3 1 1 2

Defi niƟ ons:
Computer & Hardware Issues – relate to the computer freezing,  or shuƫ  ng down    
        unexpectedly.
Connec  vity & Internet Issues – relate to the internet service and connecƟ on to Accuplacer.
Datatel Issues – Relate to how scores are entered in Datatel, producƟ on of reports from    
    Datatel.
Login Issues – pertain to login requests or password requests.
Printer Issues – relate to the ability to print Accuplacer reports from Accuplacer results page.
Student Resource Issues – related to online student resources for Accuplacer
So  ware Issues – related to Accuplacer links on desktop, messages from Accuplacer website,   
       pop-up soŌ ware, etc.
Set-up Requests – requests for addiƟ onal computer staƟ ons, desktop set-up or link made   
        available for a tesƟ ng event.

 
 The Service desk was also asked what type of informaƟ on or resources would help make it more effi  cient 
for them to provide support for the campuses. The following is their response:

The Service Desk has noƟ ced with the latest employee moves, that we were uncertain as to whom to 
turn to for troubleshooƟ ng informaƟ on for placement tesƟ ng, including Accuplacer, SAM Challenge, 
ACT and SAT.   Actually, placement tesƟ ng support has been a rather gray area for our Service 
Desk.  The following would assist us in our ability to support placement tesƟ ng.  This request is for 
documentaƟ on that we could refer to, when assisƟ ng our proctors.  

• We would be interested in having a document outlining where to fi nd technical 
support for these various online assessments including websites and 800 number 
support.  

• Current login informaƟ on would be valuable along with the details of administering 
the assessments.  

• A list of current CMC contacts that are experienced with administering these 
assessments would also be helpful to us.    

 From this informaƟ on it can be deduced that increased training and the creaƟ on of an Accuplacer training 
manual would not only benefi t the employees who current provide the Accuplacer tesƟ ng, but the Service Desk 
would also benefi t. By providing the opportunity for the Service Desk staff  to parƟ cipate in Accuplacer training  
and to have access to an Accuplacer manual, it would increase their support capabiliƟ es for real-Ɵ me technical 
issues. The Service Desk’s technical experƟ se could be used in the creaƟ on of a Trouble ShooƟ ng secƟ on within 
the Accuplacer training manual and elevate the increase in Service Desk calls regarding Accuplacer.
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Defi nitions for Pareto Chart
• Methods:            proctor process
• Machines:          computers
• Materials:           test space availability
• Workforce:         proctors
• Environment:     physical conditions
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FORCE FIELD ANALYSIS
 In the team’s efforts to develop an improvement theory and implementation plan 
we chose to use the process called a Force Field Analysis.  This is a technique for ana-
lyzing the forces that will aid or hinder in reaching an objective.  

 Our desired change is to create consistent Accuplacer practices.  We feel that the 
best way to achieve this is through training.

Goal: Develop Consistent Accuplacer Practices

Driving Forces Restraining Forces
Students Time: training and test proctoring
AQIP Testing Team Cost: training and seated proctors
CLT Administrative Support Materials and resources: Availability? and 

Up-to-date?
Proctors, Counselors, and campus staff Eleven sites: distance, priorities, budget, 

staffi ng
Faculty Facility differences: room availability and 

environment
Parents Resistance to change: staff & students
Strategic Plan
     Goal 2: Improve Assessment
     Goal 5: Increase Effi ciency

Technology: Computers (Hardware, Inter-
net, Datatel)

Action to be taken:  Training

•  Develop Accuplacer best practices
•  Develop training program
•  Plan training with Counselors, RegUsers, and Proctors
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Annual Estimated Accuplacer Proctor Expense College Wide

This is an estimate of the annual cost for proctored group Accuplacer testing.  

Weeks per Year Test Sessions per Week Total Sessions
Peak (2+4+4)*                     10 2 20
Non-Peak                            39 1 39
Holiday                                  3 0 0
Total Group Sessions / Campus 59

 59  Total Group Session per site
        X  2  Hours per session
         118  Total annual group session hours per site
 X $17.53 Hourly proctor rate (est.) $15/hr + 16.85% benefi ts
     $2,069 Funding annual per site
       X  11 Sites
   $22,759 Estimated College Wide Annual Group Accuplacer Proctor Cost

*Summer 2 weeks + Fall 4 weeks + Spring 4 weeks.

EXHIBIT A
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EXHIBIT B - CMC SERVICE DESK LOG
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EXHIBIT C - ACCUPLACER LICENSE AGREEMENT
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EXHIBIT D
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