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TPM - 

SUBJECT:
Testing Dates and Arrangements



Thank you for your participation in the national evaluation of teacher preparation programs. This memo outlines the date and time for testing in your classroom, and what preparations we would like you to make. Once again, we hope to keep our presence to a minimum and not disrupt too much of your instructional time.

MPR will test your class:

[INSERT DAY]  [INSERT DATE] [INSERT TIME]

Class Roster Check - Attached is MPR’s latest list of students in your class. If you have  additions, deletions, or any other changes to this list, please fax them to me by [DATE]. My fax number is 609- 799-0005.

The following are things that we need you to take care of PRIOR to the scheduled test time:

· Arrange desks in individual rows with sufficient space between rows.

· Provide the students with the opportunity to use the restroom before the scheduled test time.

· Establish a location where you can take chronically disruptive students who may need to be removed from the classroom. We do not want one student’s behavior to influence how others perform on the test.  If a student is persistently disruptive, the MPR test administrator will ask you to remove the student from  the classroom.

· If you have received any consent forms denying permission,  that you hadn’t previously given to the office to fax to MPR, give them to the MPR test administrator.  These children will not be allowed to take the test, and we ask that you find some place for these children to go during testing.
The following are things that we need you to take care of DURING the scheduled test time:
· When the MPR test administrator arrives, and introduces himself/herself to you, we would like you to read the following introduction to your students:

“Today you are going to participate in a test of your reading and math skills.  You are not expected to know all of the answers to all of the questions.  Remember to work by yourself, do not look at other people’s answers or show your answers to anyone.  Do not say any answers aloud and do not ask anyone to give you the answers.  Just do the best you can.

I’d like you to meet (INSERT TEST ADMINISTRATOR’S NAME) who will be conducting the test. We’re going to hand out the test materials now. Keep your test booklet closed until you are instructed to open it.”

· Help the MPR test administrator distribute the test materials.  Be sure to refer to the student name on the label when handing out the test books or answer sheets.

· Accompany students to the restroom.

· Handle any disciplinary issues with students who cause persistent or major disruptions.

The research team and I look forward to meeting you next week. If you have any questions, you can call me at [INSERT OFFICE PHONE NUMBER] or at my cell phone number (toll free) [INSERT CELL PHONE NUMBER]

cc:
[INSERT PRINCIPAL NAME]
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