Standard Operating Procedure (SOP)

Assessment Material Development and Validation

This SOP details the process for assessment material development and validation, covering the creation, review,
and approval of assessment tools to ensure they accurately measure learning outcomes. It includes guidelines for
designing valid and reliable questions, conducting content and technical reviews, piloting assessments, and
incorporating feedback for continuous improvement. The goal is to maintain high standards of assessment quality and
fairness.

1. Purpose

To outline standardized procedures for the development, review, validation, and approval of assessment materials to
ensure reliability, validity, and alignment with learning outcomes.

2. Scope

This SOP applies to all staff and faculty involved in the creation, review, approval, administration, and revision of
assessment materials for academic and training programs.

3. Responsibilities

¢ Assessment Developers: Design assessment materials that align with the intended learning outcomes.
¢ Reviewers: Conduct content and technical reviews to ensure quality and accuracy.

¢ Assessment Coordinator: Oversees and documents the process, ensures adherence to the SOP.

¢ Approving Authority: Gives final approval for the deployment of assessment materials.

4. Procedure

1. Planning and Design
o Identify intended learning outcomes to be assessed.
o Select assessment formats appropriate for outcomes (e.g., MCQs, essays, practical tasks).
o Draft assessment blueprint and share with stakeholders for input.

2. Development of Assessment Materials
o Construct assessment items/questions based on blueprint.
o Ensure questions meet standards of clarity, relevance, fairness, and difficulty.
o Maintain documentation and reference sources for each item.

3. Internal Review
o Conduct content review by subject matter experts (SMEs) for alignment and relevance.
o Perform technical review for clarity, accuracy, and format compliance.
o Record feedback and revise assessment items as necessary.

4. Piloting
o Pilot assessment with a representative sample of learners where feasible.
o Collect and analyze data on item performance (e.g., item difficulty, discrimination).
o Document feedback from pilot participants and reviewers.

5. Revision and Finalization
o Incorporate feedback and data from pilot into assessment revision.
o Prepare finalized version of assessment material.

6. Approval
o Submit final assessment materials for approval by the designated authority.
o Document approval and version control.

7. Implementation and Continuous Improvement
o Deploy assessment materials as scheduled.
o Collect post-assessment data and feedback for ongoing quality assurance and improvement.
o Review and update assessment materials regularly to ensure continued alignment and fairness.

5. Documentation and Records

¢ Maintain records for each stage: design, review, pilot data, revisions, approval, and deployment.
e Store documentation securely and in accordance with institutional data protection policies.



6. Review and Revision of SOP

¢ This SOP shall be reviewed annually or as needed to incorporate best practices and regulatory requirements.
7. References

¢ |[nstitutional Assessment Policy

¢ Quality Assurance Guidelines

¢ Relevant regulatory/accreditation standards
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