Here are some topics I suggest you cover with the Tutors to help them prepare their students (you probably already have some of this on your list):
· Some folk generate a lot of “test anxiety,” which I believe stems from the possibility a test could label them a “failure.”  The Tutors should make sure their students understand there really are no pass-fail criteria for these instruments.  Although CASAS calls them Progress Post-Tests, they would more appropriately be called Progress Checks.  Referring to them as Progress Checks rather than Tests, and understanding there is no failure, may put some people more at ease. 
· The students need to get comfortable and relax while working through the Progress Check.  The Tutors should have a dialogue with their students on specifically how to do this; it may be different for every person.  The Tutor may provide suggestions, but the idea is to get the students thinking about what works for them and implement it.  What works for me is to have a cup of Ice Tea (un-sweet because I’m from the North), and sometimes a small snack on my desk.  I also adjust my chair so it is in a comfortable position (or I might bring a pad to sit on if it is a metal chair).  They should already be familiar with the environment they will be tested in and do what is needed so they can comfortable sit for an hour. 
· The Tutors should also lead a dialogue about how to maintain focus and manage fatigue & frustration during the Progress Check.  Fatigue shouldn’t be much of a problem since it only lasts an hour, but frustration can significantly divert focus.  One management technique is to put down your pencil, close your eyes for a minute, maybe take a few deep breaths and a sip of that cold Ice Tea, then think about the big picture of why you are there and what you are working toward.  Forget about that question that is stumping you, X it out and move on.
· The Tutors should also ensure there are no major distractions in their students’ lives that could divert attention for the Progress Check.  If there is, we should re-schedule.  This needs to be done in a way that does not invade the student’s privacy.  We don’t need to know what is going on, only that the student is unable to focus all their attention on the Progress Check at this time.  We need to make sure the students understand this activity needs their full attention and we can easily move it to a better time for them if necessary.
· The students will be more comfortable with this process if they know exactly what to expect.  I think I remember someone saying most of the students we are assessing have taken the CASAS tests before.  Even so, it would probably help boost confidence to work through some practice question before test day.  It might also be beneficial to have the Tutors cover the test administration rules from you procedure.   The Tutors can determine to what extent their students would benefit from practice questions.  The CASAS website has practice tests for various topics & levels.  I suggest either teaching the Tutors how to access and use the practice tests or download the PDFs and make them available to the Tutors.  Here is a link to the sample tests:  http://www.casas.org/product-overviews/curriculum-management-instruction/sample-test-items
· We had some discussion about past students getting on the wrong number on the answer sheets and about using an X as a place keeper for questions they can’t answer.  Here is one quick, simple technique the Tutors can teach their students to make sure they are marking the answer sheet properly.  After circling the letter on the answer sheet, point to the question number in the test booklet with your left hand (for right handed writers), simultaneously point to the question number on the answer sheet with your right hand (make sure the numbers match).  Move your right hand across and point at the letter you circled, then move your left hand down and point to that letter in the test booklet.  Read the answer for that letter and verify in your mind it’s the one you intended to select.  If desired, you could then put a check mark next to the number on the answer sheet indicating that answer is verified.  To be honest, I would not put much emphasis on this.  It could become a distraction for the students.  I think the best solution is for the proctor to pay attrition to what the student is doing as Vicky suggested.
