SUGGESTIONS FOR PROCTORING
THE NATIONAL LATIN EXAM
The actual administration of the National Latin Exam remains a continuous source of problems and
frustrations for Latin teachers. The most common problems include exams that were never ordered
or were lost after they arrived, misinformed students and administrators, exam answer sheets that
were not collected and therefore not sent in for grading, instances of cheating, general confusion, etc.
All of these things which can and do go wrong could be prevented through planning by the Latin
teacher and careful selection of the test administrator. Along with the list of hints we send out with
the applications, here are some suggestions to insure a smooth experience on exam day:
• Choose test administrator and proctors wisely. You want to insure that the person
administering the exam is knowledgeable and reliable and that the integrity of the
exam is uncompromised. Let's face it -- not every testing coordinator or guidance
counselor is as excited as we are about the NLE. For them it is just another test and
another item added to the already teetering stacks on their desks. Ask colleagues in
whom you have confidence to take on this task, and be sure to reward them with a
thank-you or a little gift afterwards.
• Go over the procedures with your test administrator and proctors before the day of
the exam. Sometimes the administrator may not read the directions until the day of
the exam or may be unfamiliar with the procedures. Find the time to meet with those
giving the exam and offer suggestions. Remember to include a list of all students
taking the exam and which exam they are to take.
• Get the date of the exam on your school's calendar, and remind your school's
administration a day or two before the exam date to insure that there are no
assemblies or fire drills during testing time.
• Remind your students specifically when and where the exam is being given. Perhaps
reminder slips taped to #2 pencils can be distributed the day before.
• Have your test administrator place the names of each specific test on Post-It notes,
and have them placed around the room in which the exam is being given so that no
students taking the same exam are sitting next to each other. Cheating is always a
problem, and a savvy proctor can anticipate this issue.
• Have your test administrator count the number of tests before mailing them away to
insure that the number of test takers equals the number of answer sheets being
placed in the envelope. Teachers find answer sheets left in test copies every year, and
students are disappointed because these exams cannot be scored or receive awards.

JOHN H. H. TURNER:
PERFECT PAPER CERTIFICATE CREATOR
John H.H. Turner, the creator of our very special Perfect Paper Certificate,
began with the National Latin Exam more than twenty-five years ago. In the
tradition of the Medieval monks who copied and illuminated the Latin Classics,
"Jack" was trained at the Boston School of Practical Arts as an "engrosser," one
who can do any type of pen lettering, plus flourishes and embellishments.
After Boston and a stint in the U.S. Marine Corps, Jack came to Washington
D.C. (A woman was the incentive -- and she is now his wife.), where he
successfully ran his own commercial art business for thirty-five years. He was
also one of the founders of the "Citizens For the Classics," a local organization
in Arlington, Virginia, to promote Latin in the schools (where his three children
all studied Latin).
The artistic work on the Perfect Paper Certificate is not the kind that can be
done by machine. When Jack was asked to create this special award for the
NLE, he designed it, penned it, and did all the flourishes entirely by hand!
Congratulations, Jack, on your beautiful work that has meant so much to
students who have earned Perfect Paper Certificates over the years.

NLE DROPS EARLY BIRD SPECIAL
In order to encourage early enrollment and to ease the last minute crunch for
the NLE office staff, the National Latin Exam instituted the Early Bird Special for
the 2005 exam. Teachers who sent in their completed applications postmarked
on or before December 10, 2004, were allowed to take a ten percent discount
on the cost of their exams. The special, however, created more problems than
it solved. Numerous applications taking the discount were mailed after the
December 10 deadline and had to be put on hold until the schools sent
additional money. Because of the Christmas holidays and the length of time
needed to inform the teachers of the problem, financial secretaries at several
schools had trouble writing new checks before the January 15 deadline.
Because of these difficulties, NLE has decided to discontinue this special. These
are the dates to keep in mind for the 2006 exam:
• January 17, 2006: Postmark Deadline for Applications.
Any application postmarked between January 17 and January 25
will incur a late fee of $10 per exam, up to $50.
• January 25, 2006:
NO APPLICATIONS POSTMARKED AFTER JANUARY 25 WILL BE
ACCEPTED.
No extensions to this final deadline will be granted.

• Have the test administrator collect all copies of test and hold them for you until the
designated day for release of exams to the teachers.
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