Memorandum

To:
All Adult General Education Teachers

Date:
7/31/2006
Re:
TABE Records 

Recently, I needed to get some TABE scores from the files here in Niceville.  At this time we are filing TABE’s in alphabetical order by semester.  I found some information that I needed was be missing, so please follow these points when administering the TABE.

1. Make sure that student name, social security number, date of test and person testing are on the answer sheet.

2. Make sure you mark the level (E, M, D, A) and Form (7 or 8) on the answer sheet, so that we will know which test the student took.

3. Do your item analysis before you send the TABE answer sheet into me.  We will try to do the item analysis in the test prep classes and send them to you when we refer students to your class. 

4. Do not xerox TABE answer sheets for your files.  Put the scores on the white record sheets.  We can not have any xeroxed copies in your files.

Also, there have been some questions about what paperwork needs to be maintained in student folders.  You should have the following in student files:

1. Student Information sheets

2. TABE scores (on separate sheet, original answer sheets will be sent to Niceville)

3.   TABE item analysis
4.   Student Tracking form (ABE, GED or ESOL)

5. Curriculum frameworks checklist for student’s appropriate level

6. Checktests that show LCP’s (teacher-made, OWC-made, or textbook)
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