
from (Wilbert) McKeachie's Teaching Tips 
(pp. 81-84).



INISTERING THE TEST 

Handing out a test should be a simple matter. Usually it is, but in 
large classes, simple administrative matters can become disasters. 
It is hard to imagine how angry and upset students can become 
while waiting only ten minutes for the proctors to finish distrib
uting the test forms. And if this doesn't move you, imagine your 
feelings when you find that you don't have enough tests for all of 
the students. (It has happened to me twice-deserving a place 
among my worst moments in teaching!) 

How can you avoid such problems? 

1. If you are having tests duplicated, ask for at least 10 percent 
extra-more if the test is administered in several rooms. (Some 
proctor always walks off with too many.) This gives you insur
ance against miscounting and against omitted or blank pages on 
some copies. 

2. Unless there is some compelling reason to distribute the tests 
later, have your proctors pass out the tests as students come into 
the room. This protects students from mounting waves of panic 
while they wait for the tests to be distributed. 

3. Minimize interruptions. Tell students before the exam that you 
will write announcements, instructions, or corrections on the 
blackboard. Some exam periods are less a measure of achieve
ment than a test of the students' ability to work despite the 
instructor's interruptions. 




