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Since 1973, the Cooperative Organization for the 
Development of Employee Selection Procedures, 
CODESP, has provided California and Nevada 
public school districts with employee selection 
materials, training, information and consultation 
needed to recruit and hire qualified classified 
(non-teaching) employees.
Main office is located in Huntington Beach, CA.



CODESP SERVICES

CODESP is a non-profit consortium of over 730 
public school districts, which was formed to be a 
central resource for school district employee test 
materials.
By utilizing our services, districts have improved 
their selection procedures to meet federal and 
state guidelines.  Membership also eliminates the 
need for districts to hire additional human 
resource staff members to develop employment 
test materials.
CODESP tests are customized to meet individual 
district’s needs and requests are answered quickly 
with no extra costs or contracts.  Fee is yearly.



BENEFITS OF ITEM BANKING
Large groups of customers can use the same pool 
of questions without each having to create items 
on their own.
Allows for more heterogeneous item statistics and 
construction.
Multiple users allow for frequent item review, 
updates and submissions of new items.
Easier search of items by                                       
subject matter.
Streamlines test construction                                   
process.



DIFFICULTIES OF ITEM BANKING
Keeping large item banks 
up-to-date.
Preventing redundancy in 
item banks.
Keeping items from being 
copied and disseminated 
to non-members.
Determining correct key 
words to use for item 
classification.



ITEM BANKING EVOLUTION
From 1973 through 1992 CODESP 
test items were kept in files and were 
copied and sent to members through 
the fax and US mail.
In 1992, CODESP Computerized Item 
Bank, C-CIB was implemented.  The 
software was purchased from a 
private software company.  This item 
banking software assisted staff in 
grouping items by item bank/subject 
area which simplified the search 
capability but delivery was still by fax 
or mail.



PASSWORD PROTECTED EMAIL
In 2002 password protected email 
made it possible to eliminate US 
mail and fax delivery of test 
items.
Customers chose items to include 
on their tests by completing a 
form, which included the code 
number of the items, and faxed or 
emailed it to CODESP staff who 
produced the final test and 
emailed it to back to them. 
In 2003 we began the search for 
a software developer to go web-
based.



INTENT OF GOING WEB BASED

To create a powerful, yet user-friendly 
website and testing software package that 
would allow CODESP staff to easily search 
and select job related test items from 
computerized multiple-choice item banks 
that could be sent securely to customers 
for final test construction.



CODESP ITEM BANK
Over 17,000 items.
Items are reviewed 
periodically to ensure they are 
up-to-date.
Most items are developed by 
CODESP staff with the 
assistance of Subject Matter 
Experts.
New items are edited so that 
they have similar formats.
When relevant, graphics are 
included with the test items.



WHAT WE WANTED
A system which would allow staff to: 

Readily create, store and search banks of multiple choice 
test items by subject area.
Easily incorporate graphics into the items.
Deliver test materials to members by posting them on 
their individual account home page.
Provide customers the ability to build and print tests from 
their own site.
Scan and score answer sheets to obtain item analysis.
Post newsletters, links, alerts, tutorials, invoices, etc.
Members ability to register for training classes online.
Post interviews, supplemental application forms, writing 
exercises, performance tests, in a format that would be 
easy for the customer to edit and print materials.



CUSTOMER NEEDS

Easy to use.
Compatibility with district computer systems.
No extra costs.
Reduction in paperwork.
Recordkeeping capabilities.
Tutorials.
Flexibility in customizing multiple choice tests and 
other test materials.
Assistance in developing job related tests.



WE FOUND SOFTWARE 
PROGRAMS THAT 
WEREN’T DESIGNED FOR:

producing customized tests from a single 
item bank.
delivery of packets of test items hand 
selected for each request.
on-line test review and construction.
limited budgets.
searching and storing of items by specific 
subject areas.



WHAT WE CHOSE
Since we didn’t want to raise the fees for our 
members in tight fiscal times we went with a 
public school district agency to design and build 
the program.
The Santa Clara County Office of Education 
serves the districts in Santa Clara out of San 
Jose, California.
Its Regional Technology Center assists their 
districts and others through contract generated 
projects throughout the state.
Total cost for development, first year 
maintenance, and website was $25,000.00.



CODESP AUTOMATED TEST 
SYSTEM-CATS
On January 31, 2005 
the CATS system 
was implemented.  
Along with the 
introduction of the 
new software, a new 
website was 
unveiled. 

www.codesp.com







REGISTRATION FOR CODESP 
MEMBERSHIP IS COMPLETED ON LINE





BILLING TRANSACTIONS ARE 
RECORDED ONLINE BY DISTRICT



MEMBERS SEARCH OPTIONS



DISTRICT CONTACT INFORMATION 
IS AVAILABLE TO MEMBERS



CODESP STAFF CAN ENTER 
AND/OR EDIT ITEMS IN CATS



ONLINE REQUESTS

Our new website allows 
clients the ability to 
request items by 
completing an online 
request form. 





JOB DESCRIPTION INCLUDED IN REQUEST



CATS REQUEST IS SENT TO 
CODESP OFFICE AUTOMATICALLY





CODESP STAFF FILLS REQUEST 
FROM ITEM BANK

Option of using existing template of test 
items.
Or

Creating a new template of test items.
Decision based on review of job 
description and available items.
New items are researched if not available 
in item bank.



STAFF CAN BUILD A NEW PACKET OR USE AN EXISTING TEMPLATE



CODESP STAFF CAN SEARCH 
FOR ITEMS BY KEYWORD



Item Packets Can be Made from 
Various Subject Areas



CODESP SUBJECT 
AREA 

ITEM BANKS



PACKETS ARE GENERATED BY CODESP STAFF



MEMBERS GENERATE TESTS FROM THE 
JOB-RELATED PACKETS

They can save the packets and edit them later.
They can choose all of the items, print them and 
review them with a subject-matter expert.
They can renumber them.
A Selected Questions display keeps track of the 
number of items chosen by subject area as they 
build the test. 



WHEN THE PACKET IS SENT TEST 
MATERIALS APPEAR ON CATS HOMEPAGES

Your CATS Request with the job title of 'test' has been processed and 
your materials packet (#922) is ready for your review.
To review your materials, log in to CODESP and click on the 'Create a 
Test' link from the left-hand navigation menu.



CUSTOMERS CAN VIEW THE CONTENTS BY 
SUBJECT AREA AS THEY BUILD THEIR TESTS





FIGURES ARE INCLUDED IN MANY ITEMS



MEMBERS PRINT THEIR OWN TESTS





Tests Remain in the Library Forever



OTHER SELECTION MATERIALS 
and DOCUMENTS



INTERVIEWS 
AVAILABLE

Drop Down Menus Allow 
Access to Word Documents 
and Interview Questions 



CUSTOMIZED INTERVIEWS
INSTRUCTIONS ON HOW TO CUSTOMIZE AN INTERVIEW

If you need to customize a sample interview in the files on this site, 
open a blank Word document.  Open the CATS interview(s) that you
feel are the most closely related to your position.  Copy and paste the 
appropriate questions into the blank document.  Edit the items in the 
blank document to make them job-related to your position.  Re-title 
the interview with your job title and you have a customized 
interview.

Sample Interview Question From CATS:

Clerk
Describe for us your word processing experience.  Which software programs 
are you proficient using?

Interview question in new Word document after copying, pasting and 
editing (copied area in RED and edited area in italics).

Clerk II
Describe for us your word processing experience.  Does this include 
experience in Word, Excel and Access?



UNEXPECTED PROBLEMS
Transfer from previous item bank to CATS was 
not smooth….many items changed forms-
spaces added, font changes, unreadable text.  
Majority needed editing.
Printing cut-off pages and figures.
Had to hand input packets of test items which 
were developed for different classifications.  
They couldn’t be combined as they had in the 
past in Word and emailed to customers.  
Lost keywords from old system and the ability 
to search by them, therefore a lot of 
organizational ability was lost too.



PREVIOUS WINDOWS SEARCH BY KEYWORD



MORE PROBLEMS
Graphics were gone and they had to be                
re-inputted. A compatible program to handle 
graphic input was needed.  Limited characters 
(exponents, accent marks).  Need to use SnagIt
software to capture graphics.
Couldn’t drag and drop items like in Windows 
based programs.  To reorder items we had to re-
build the packets.
Timed-out during test building, slowdown of 
opening large files.
Membership data could not be transferred from 
Access data base.  Had to rely on customers to 
register to complete customer information.



GRAPHICS DIDN’T TRANSFER



PROBLEMS WITH FORMATTING DURING PRINT 
STAGE OF TEST MATERIALS WINDOWS TO HTML

SNAG-IT

DIRECT TRANSFER



CUSTOMER INPUT
First few months:

Problems with saving material, 
computer displays, etc. which have 
been handled.
Fear of new system and more 
independence in test construction.

After improvements:
Now they are realizing that they can 
get to their test materials quicker, at 
any location, and without less reliance 
on our office, and without additional 
passwords, etc.



POTENTIAL NEW FEATURES
Faster server.
Linking Knowledge, Skills and 
Ability library to interview 
questions and job description 
developer.
Job Analysis Questionnaire would 
help less experienced HR 
personnel develop job descriptions, 
performance evaluations and test 
materials.



EXAMPLE of KSA CHECKLIST:
Understand and follow oral and written   
instructions.
Perform simple and repetitive tasks.
Maintain work pace appropriate to 
given work load.
Perform complex or varied tasks.
Relate to other people beyond giving 
and receiving instructions.
Effectively influence people on a 
consistent basis.
Make generalizations, evaluations or 
decisions without immediate 
supervision.
Accept and carry out responsibility for 
direction, control, and planning.



INTERVIEW ITEM BANK

We are developing a bank of 
interview questions by KSAs.  
Currently they are organized by 
job title/classification.
Customers will have a choice of 
standard questions to choose 
from and then edit to customize 
them.



VARIOUS WAYS TO ASK ABOUT EXPERIENCE
Describe the training and experience you have had which 
you feel qualifies you for this position.
Describe your background and experience which would 
qualify you for this position.
Tell us about any special skills you might have that you see 
would be helpful in working with students.
Where and how did you receive your experience?
Describe for us your work history as it relates to this 
position.
Describe the size and type of projects you have completed 
that relate to this position.
Elaborate on any previous work or volunteer experience as 
it pertains to this position.
Please describe for us your experience as it relates to this 
position.  
In regard to your past work experience, what do you 
believe are your strengths in relation to this position?   



PROCTORED ONLINE TESTING

PRACTICE TESTS ONLINE



Always allow enough downtime to Beta test the 
program with a variety of clients.  

Be prepared to review every item and graphic that 
is converted to the new system.

Make sure the software designers understand what 
your final product needs to look like.

Build in flexibility to the program so that you can 
get into the customer screens and assist them in 
correcting problems that may occur while they are 
learning the system.

Be understanding and patient.

SUGGESTIONS



Although we were delayed and frustrated at 
times by the conversion from a Windows based 
item bank to a web based system we feel that 
that this conversion will help us expand and 
streamline our services to our customers in the 
future.

www.codesp.com

FINAL THOUGHT…………

http://www.codesp.com/


THE TECHNICAL SIDE OF 
THE STORY

Mark Ashley
Regional Technology Center
Santa Clara County Office Of 
Education



Development Overview

CODESP Requirements
CODESP Client’s Requirements
Application Development Approach
Challenges, Issues, Lessons Learned
Future Plans
Q&A



Meeting CODESP Requirements

Web Based Technology
Re-engineer Business Process
Paperless Workflow
Ease Of Use
Secure



Meeting CODESP Client’s 
Requirements

Ability to request test materials online.
Ability to retrieve test materials.
Ability to reorganize items in tests.
Ability to print/download tests in a variety 
of formats.



Application Development

Develop Website and Web Portal
Develop Membership Component
Develop Workshop Component
Develop News Component
Develop Newsletter Component



Application Development 
Develop CATS Application

Membership Management
User Management
CATS request processing
Subject Matter - Templates
Subject Matter - Item Categories
Subject Matter - Item Maintenance
Subject Matter - Image Management
Scantron Data / Test scoring



Challenges - Issues -
Lessons learned

Windows Applications - Complex Solutions can 
be developed - Web Applications less 
sophisticated in functionality.
HTML and style sheets - VS - WSIWYG In 
Windows Applications.
Printing! What A Challenge! 
Scantron Data / Forms.
Different OS platforms and Web Browsers.
Technology policies in school districts vary.
Different skill levels between users.



Future Plans
Online Proctored Testing

Tests generated from CATS and test 
administered online.

Advanced Item Bank Management.
New features for instruction tests and image 
management.

Online Practice Tests
Online assessment tests related to job 
descriptions.

Online Job Descriptions
Job description bank.



QUESTIONS?


	ADVANTAGES & DISADVANTAGES �of�WEB-BASED ITEM BANKING�&�TEST CONSTRUCTION
	CODESP SERVICES
	BENEFITS OF ITEM BANKING
	DIFFICULTIES OF ITEM BANKING
	ITEM BANKING EVOLUTION
	PASSWORD PROTECTED EMAIL
	INTENT OF GOING WEB BASED
	CODESP ITEM BANK
	WHAT WE WANTED 
	CUSTOMER NEEDS
	WE FOUND SOFTWARE PROGRAMS THAT WEREN’T DESIGNED FOR:�
	WHAT WE CHOSE
	CODESP AUTOMATED TEST SYSTEM-CATS
	REGISTRATION FOR CODESP MEMBERSHIP IS COMPLETED ON LINE
	BILLING TRANSACTIONS ARE RECORDED ONLINE BY DISTRICT
	MEMBERS SEARCH OPTIONS
	DISTRICT CONTACT INFORMATION IS AVAILABLE TO MEMBERS
	CODESP STAFF CAN ENTER AND/OR EDIT ITEMS IN CATS
	ONLINE REQUESTS
	CODESP STAFF FILLS REQUEST FROM ITEM BANK
	CODESP STAFF CAN SEARCH FOR ITEMS BY KEYWORD
	PACKETS ARE GENERATED BY CODESP STAFF
	MEMBERS GENERATE TESTS FROM THE JOB-RELATED PACKETS
	WHEN THE PACKET IS SENT TEST MATERIALS APPEAR ON CATS HOMEPAGES
	FIGURES ARE INCLUDED IN MANY ITEMS
	MEMBERS PRINT THEIR OWN TESTS
	OTHER SELECTION MATERIALS and DOCUMENTS
	CUSTOMIZED INTERVIEWS
	UNEXPECTED PROBLEMS
	PREVIOUS WINDOWS SEARCH BY KEYWORD
	MORE PROBLEMS 
	GRAPHICS DIDN’T TRANSFER
	CUSTOMER INPUT
	POTENTIAL NEW FEATURES
	EXAMPLE of KSA CHECKLIST:
	INTERVIEW ITEM BANK
	VARIOUS WAYS TO ASK ABOUT EXPERIENCE
	PROCTORED ONLINE TESTING
	THE TECHNICAL SIDE OF THE STORY
	Development Overview
	Meeting CODESP Requirements
	Meeting CODESP Client’s Requirements
	Application Development
	Application Development 
	Challenges - Issues - Lessons learned
	Future Plans
	QUESTIONS?

