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CPNRE Classr oom Assessment Guiddinesfor Educators

Preparing for the Exam

The Classroom Assessment is most useful when wakaer test-like conditions.

U Confirm availability of an exam room (i.echool computer Igkand the required number of
computers with Internet connections.

O Print any emails sent to you that contain usernamdspasswords for candidates registered
to write the exam. Only registered candidates laavassigned username and password, and
these are used to access the online testing sySemot allow unauthorized readers to see
any candidate’s username or passwbigbrnames and passwords are to be distrilaitomst
time only. Students are not to be given their usernamesipads and instructed to take the
test at home.

U Prepare a seating chart. Please attempt to seditiagas in random or alphabetical order. If
possible, do not allow friends to sit next to eatter.

Before Candidates Arrive

O Ensure that the room is set up appropriately aatttiere are enough computers and chairs
for the number of registered candidates. Effortaikhbe made to ensure that students cannot
see any other monitors (proper spacing, etc).

U Locate and have handy the list of candidates, datelusernames and passwords, and your
seating chart.

U Turn on the computers and gotésting website, www.asitest.ca. Click on the Classroom
Assessment tab which will bring you to thelogin page.

When Candidates Arrive
O Ask each candidate to sign an attendance sheesiimdj date and time where requested.
O Ask candidates to turn off and store out of sigkirtpagers, cellular phones and personal
entertainment devices. Ask them to store electrdeigces, calculators, purses, bags, coats

and other personal belongings in a designated area.

O Use your seating chart to direct candidates to@pjate seats. Ensure that sufficient space is
given between candidates to prevent copying amedjpect privacy.

1400 Blair Place, Suite 210, Ottawa, ON K1J 9B8 CANADA e Tel: 613-237-0241 e Fax: 613-237-6684 e http://www.asinc.ca

12



Q

Q

CANADAS TESTING COMPANY
ASSESSMENT STRATEGIES INC.

LA SOCIETE SPECIALISTE DES EXAMENS AU CANADA
STRATEGIES EN EVALUATION INC.

Advise candidates that they are not to begin uiegcomputers until you instruct them to do
so, and that you'll give them the required inforimatonce all candidates arrive.

Hand out usernames and passwords to each candidgdtact candidates to verify that they
have their own username and password in fronteshttand to wait until all instructions are
given before logging in.

Inform candidates that they will have 2.5 hoursdmplete the test. Any notes or textbooks
are not permitted during the test.

During the Exam
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Remain in the room at all times.

Move quietly around the room during the exemensurethat candidates are not printing,
copy/pasting or saving screen captures of questions.

Maintain a quiet, distraction-free environment.

If appropriate, use any other applicable exam pditrom your school (e.g., restroom
breaks).

Inform candidates when 30 and 15 minutes remaithi®test.

At the end of the 2.5 hours inform the candidabtes the time allotted for the test has expired
and that their answers must be submitted.

Following the Exam
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Have candidates print out their results profile aurd them in.

Have each candidate sign out on the attendancg stdieating the departure time.

Sign the attendance sheet to acknowledge thatiididate has completed the testing
session.

Return all computer stations and the exam roortstoriginal state.
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