Hello all,

This is the final friendly reminder for all instructors planning on having students take tests in the Social Science Testing Lab.  This includes computer, written, or even just make-up exams. 

Please help us plan for staffing, hours, and traffic volume by completing the online form at:

http://teach.lanecc.edu/timmerst
Since our meeting at 3pm this past Wednesday was lightly attended, I am including the text from our single page handout of lab DO’s and DON’T’s for instructors.  
· And of course, every instructor knows that it is NEVER appropriate to bring a large number of students who cannot complete your in-class exam during your normal class time to the lab to finish.
Please read it.  

The Testing Lab opens this coming Monday, October 11th.

*******************************************************************************

Faculty List of Do’s and Don’ts for the Social Science Testing Lab

NEW for the 2004-2005 Academic Year
DO

· Fill out the online form EACH AND EVERY TERM (before the lab opens on Monday of the 3rd week) if you are planning on using the lab for Computer, Written, and Makeup tests.

· At a minimum, be sure written tests have the instructor name, course name/number (eg. HST201 U.S. History), and test name (eg. Midterm Exam #2) printed somewhere on the front page.

· Written exams should be placed in the “Tests For Lab” Box in the front office workroom ALONG WITH a completed short form (also located inside that mailbox), NO LATER THAN 2 working days prior to an exam start date.

· Please make sure ALL students bring their L#, photo ID, and a copy of their class schedule to the lab when going to take a test.  Announce the correct procedures in your classes.

· In all special cases, such as students making up incompletes from previous terms, please contact Toni directly concerning your expectations, and write the student’s name on the test/scantron.
· Instructors using computer tests should know what their test submission options are, and inform their students accordingly during class time.  (eg. Will the computer show their score immediately? Will correct answers be shown immediately? etc.)

DON’T

· Practice tests of any kind will NOT be given or administered in the testing lab.  This applies to both written and computer tests.  (Computer testers have other “practice” options… see Joe Escobar)

· Take home exams will NOT be distributed or received through the testing lab.   (We will get a paper holder for your office door/bulletin board.)

· No books or notebooks of any kind will be allowed (to be used) in the testing lab for any test, written or computer.

· Students will NOT be able to review written tests in the lab.  (This can be done by instructors in class or during office hours)

· Students cannot review computer tests with their notes or books.  (They can go over their test in its entirety with the instructor in the instructor’s office.)

