FINAL IN-CLASS ESSAYS

We’d like to ask you to do the following with the final essays in this Session II, 2011.
 

1. Use the final essay writing template.  Insert your relevant information. I will send it as an e-mail and post it on fac book online.
2. Cut and paste your prompt into the document.
3. We’d like to use this to assure we have the necessary data for saving the document.
4. We also would like to ask that you use this because tablet paper doesn’t copy or scan well.
5. Please assure that each of your students clearly writes in PEN in the appropriate place on the essay form:
· Full given database name  
· Student ID
· Date
· Session
· Writing response on one side of paper only
6. Collect the completed final essay. Be sure students have provided all necessary information on the essay.

7. Double check that the information is written on each essay. If it is not, please add it yourself.  I will need to return any packages to you for you to provide this information if this information is not on each.
8. Do the needful with regard to rating as per your Level coordinator. Write the final score(s) on the essay and initials if appropriate.  If you are scoring EAPVI or GRAD VI essays please include both raters’ scores and the final score.
9. Give the envelope to Saundra or if at another building put in 189 mail to be delivered to Saundra.
This information is important for student placement and other testing related exercises.
Thank you for your help!

Karen

