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EDUCATION SERVICES DIVISION POLICY LETTER NO. 8

REVISED

AFZA-CAS-E  (621-5)




  1 December 2002

MEMORANDUM FOR Education Services (ES) Staff 

SUBJECT:  Issuance of Testing Slips

1.  Testing slips are issued at all Education Centers and are normally processed by Education Technicians or Counselling Support Staff.  The exception to this is TABE A testing slips as noted in Policy Letter #3.  The staff member must check the soldier’s record in EDMIS to ensure the test has not be previously taken in the last 180 days.  A testing slip is then printed and information added that doesn't appear on the slip.  Soldiers requesting in-depth information about the testing program, should be seen by a counselor to go over the total program, ie. general information about testing, availability of testing study materials, relating test to career plans, explanation of scores, promotion point policies, retest policies, etc.

2.  If a soldier tested in the last six months, the policy of retesting will be explained by the staff member assisting them.  Retesting on any DANTES test prior to 6 months is strictly prohibited and the test will be invalid.  The soldier would not be allowed to retest until 6 months after the invalid test date.  To retest on TABE prior to six months, the soldier must complete some form of verified study.  The soldier would be referred to the Tutor/Instructor at the Academic Learning Center.  A copy of the last TABE score will be sent with the soldier.  The Tutor/Instructor will assist the soldier in developing a study plan to improve those areas that indicate the need for improvement on the TABE results.  The Tutor/Instructor will provide the soldier with notice in writing to return to the Education Center indicating preparatory study has occurred.  The preparatory study does not have to be lengthy.  It depends on the needs of the soldier as determined by the Tutor/Instructor.  Once preparatory study is completed and verified, the soldier may be issued a testing slip for a TABE retest.  When preparatory study and retesting is required, a counselor may need to talk to the soldier to verify readiness to retest.  

3.  Soldiers requesting DANTES, CLEPS, and Excelsior examinations must be counseled by a guidance counselor who will then issue a testing slip.  The soldier should then call 396-CLEP to schedule the testing appointment.    

4.  For additional information, contact Mr. John Harry, Test Control Officer, 396-CLEP.  
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