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Section D.  Test Supplies and Materials

 PRIVATE INFOTYPE="OTHER" Overview

	In This Section
	This section contains the topics listed in the table below.


	Topic
	Topic Name
	See Page

	1
	Maintaining and Securing Tests and Testing Supplies
	2-D-2

	2
	Releasing Test Results
	2-D-4


1.  Maintaining and Securing Tests and Testing Supplies

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on maintaining and securing tests and testing supplies, including

· who is responsible for maintaining and securing tests and testing supplies

· maintaining sufficient quantities of test materials

· securing test materials and used booklets, and

· disposing of worn or unserviceable test materials.


	Change Date
	October 28, 2005


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Who Is Responsible for Maintaining and Securing Tests and Testing Supplies
	The Vocational Rehabilitation and Employment (VR&E) Officer, or a designee, is responsible for taking appropriate action to maintain and secure supplies of test materials needed for counseling activities in 

· the regional office (RO), and

· its decentralized places of counseling.

Exception:  The VR&E Officer is not responsible for test supplies used by contractors.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Maintaining Sufficient Quantities of Test Materials
	The VR&E Officer determines sufficient quantities of test materials necessary to accomplish counseling and evaluation goals.  To provide for appropriate use of all tests and counseling aids, maintain test materials in the quantities determined by the VR&E Officer.


 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  Securing Test Materials and Used Booklets
	Keep test materials and used booklets in rooms that are locked when unattended by responsible personnel.

If these arrangements cannot be made

· keep the materials in locked cabinets or files, and

· safeguard the materials to maintain their confidential nature.


Continued on next page

1.  Maintaining and Securing Tests and Testing Supplies, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	d.  Disposing of Worn or Unserviceable Test Materials
	Shred test materials, such as booklets, manuals, and scoring keys, when they become

· worn, or

· unserviceable.

Important:  Merely throwing away these materials in the trash does not ensure their uncompromised destruction.


2.  Releasing Test Results

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on releasing test results, including the

· policy for releasing test results, and

· conditions for the release of test results.


	Change Date
	October 28, 2005


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Policy for Releasing Test Results
	Do not disclose test results for an identified veteran to a person other than one who normally makes use of test results in connection with VR&E activities, such as

· a contract Case Manager, or

· a mental health professional.

Important:  Obtain a request, in writing, in order to release test results.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Conditions for the Release of Test Results
	Test results may be released when the release conforms with the provisions of 38 CFR 1.500 - 1.527 and one of the conditions listed below.

· Release has been authorized in connection with a research project or study.

· The counselee has given his/her written consent to release the information to persons who may be expected to use such data in the counselee’s best interest.

· The release of test results falls under one of the routine uses of records permitted under the Privacy Act of 1974 and described in 58 VA 21/22/28, Compensation, Pension, Education and Rehabilitation Records-VA, published in the Federal Register.
· The release of test results falls under the agreement for the exchange of information with State/Federal vocational rehabilitation agencies and State employment services.
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