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Skills and Strategies



Goals

1.
Familiarize adult learners with the GED or other exam and procedures in advance of their taking the exam.

2.
Teach learners a strategy for successful test taking (optional).

3.
Help potential exam takers determine when they are ready to attempt the exam.

4.
Help potential exam takers complete the administrative procedures for taking the GED or other exam.

5.
Guide learners to the appropriate next step after taking the exam.

Intended Outcomes



Adult learners will:

1.
Be familiar, in advance of taking an exam, with the exam content and what is required for success.

2.
Master the Test Taking Strategy (optional).

3.
Accurately complete all administrative tasks necessary to take the exam.

4.
Either (a) pass an exam, or (b) perform at a targeted level.

5.
After taking the exam (regardless of the outcome), know what activity to progress to next, and how to do so.

Introduction

When this project started, the adult education programs with which we worked focused primarily on the GED exams.  Completing the GED was the most common goal for participants.  Since then, the focus of participants has shifted.  While many persons want to complete a GED, they may work toward a Workplace Readiness Credential, a technical school/community college entrance or placement exam, or employment preparation.  This shift is important to recognize because the tests have different purposes.  This component still has a focus on the GED exams, but now has a broader focus beyond just taking the GED exam and also includes information about learner accommodations, pre-testing or practice testing, obtaining scores, testing requirements, costs, and reporting.

After making an initial inquiry, some individuals take the GED or other exam as their first activity at the adult education program.  Others enroll in the adult education program and complete the Official Practice Test (OPT) to gauge their readiness.  They may also participate in instruction prior to taking the exam.

For those persons whose first activity at the adult education program is to take the GED exam, the center staff will assist them with their exam registration.  Others receive academic preparation for the exam in addition to help registering for it, except those persons who determine they are ready for the exam following the Official Practice Test. 



Everyone who takes the exam receives their scores from program staff and is provided access to information to help them determine their next steps. 

What some do...


Staff members at some centers do not offer learners the option to start with the OPT.  They tell the learners who insist on starting with the test to go to the library for a practice test book.  Initially these centers only provide the CASAS or another test to determine readiness.  Under these circumstances, the OPT is less likely to be a defeating experience when it is taken.  These centers also do not offer the option of taking the OPT until after individuals have participated in an orientation session.  At these sessions, individuals can become informed about the OPT and other options for assistance available at the center.  The exception to this practice is when a high school counselor calls and asks the center to administer the OPT for special reasons (e.g., to prevent a student from dropping out).


The issue of beginning options for the learner is a significant challenge to the common belief that learners should chart their own course, that they know what is best for them.  Requiring participants to attend an orientation session seems incongruent with the belief that a learner should have choices.  Perhaps from a program’s perspective, the money generated from a participant attending orientation tips the scale in favor of the policy.  

Registration facilitation consists of providing individuals with information about procedures to be followed to register for the exam.  Required registration forms are supplied by the center.  Information describing the GED or other exam and some hints for successful exam taking are also made available to those who desire them.  In addition, individual’s rights and responsibilities related to taking the exam (e.g., investigating accommodations for those with identified disabilities) are outlined during the orientation session or in a handout for those signing up for the exam only.  Finally, an examination appointment and instructions for arriving to take the exam are given.

Academic preparation for the GED or other exams begins for most enrollees during the instruction phase of their study.  Academic preparation covered during instruction involves primarily learning content and skills/strategies related to assimilation, accommodation, and expression of information.  Participants are familiarized with the nature of the GED or other exam and the requirements for passing the exam. 

All enrollees have the opportunity to review and learn about the nature of the GED during the Test Taking Component.  A videotape and accompanying Infosheets are made available to the learner.  These two resources provide an overview of (a) the nature of the GED or other exam, (b) requirements for taking and passing the exam, (c) rights and responsibilities related to taking the exam, and (d) information on how to register for the exam.

Component Materials

Consumables


GED Infosheet:  How Do I Take the GED?


GED Exam Time Chart


GED Infosheet:  Your GED exam scores: 


What To Do Next*


Appointment Card (available in the Consumables 
section of the Pre-Enrollment Component)

Nonconsumables


Resource sheet:  Legal Rights and Responsibilities


Petition for accommodations during GED testing**


Videotape: GED Test Taking Tips 


(Kentucky Educational Television)


Example Time Chart:  PIRATES


GED Registration Form

Staff Preparation

Staff members need to take time to review the videotape, Infosheets, and other relevant information resources, so that they can discuss them with potential test takers.  Similarly, staff should be familiar with the nature of the GED or other exam subtests and exam regulations and scoring.  Those who are responsible for teaching the Test Taking Strategy (see Instruction Component) need to master the instructional procedures in advance of teaching it. 

Prior to the review of exam results with individual learners, the staff person reviews the learner goals, and in the case of enrollees, recent academic performance is also reviewed.  When a staff person thinks it likely that activities outside of adult education will be recommended, the appropriateness and availability of such services should be investigated in advance of the meeting. 

Procedures

1.
Exam Preparation
All potential exam takers are informed of the timeline involved in registering for the exam (e.g., length of time to process forms, advance registration deadlines).

1a
Exam takers taking GED or other exam only

See registration procedures in the Orientation Component.

1b
All other potential exam takers

Prior to taking the exam, enrollees should meet individually with a staff member during at least one Adult Learning Plan (ALP) meeting where their preparedness to take the exam is reviewed. 

All potential exam takers who are enrolled at the Adult Learning Center receive information about the nature of the GED or other exam, including the testing format, requirements for passing, registration procedures and expenses, and learner rights and responsibilities.  These individuals also have an opportunity to take an official GED practice exam, so that they may have a simulated exam experience in advance of taking the actual exam.  When possible, similar procedures should be followed for other exams.

To further prepare potential exam takers for the GED or other exam, encourage them to review the GED or other exam videos and complete the accompanying exercises (e.g. Kentucky Educational Television’s GED Test Taking Tips).  These individuals may also review the GED Infosheets pertaining to the exam.

What we did...

A chart outlining how fast to work on each GED subtest was developed for enrollees who learn the Test Taking Strategy (see Test Taking Materials, Nonconsumables.)  This outline may be useful to all GED exam takers.  The chart provides an estimate of how many exam items should be completed within certain time intervals.  This is to assist the examinees in completing all items in the allotted time.  Extra time has been built into the estimates so the examinees may review their work before turning in the exam.  

1c 
Test Taking Strategy (PIRATES) enrollees

During an ALP meeting, review the individual’s learning goals and work performance to determine if the Test Taking Strategy is appropriate.  Consider whether anxiety and/or inefficiency diminish how well the learner does on tests such as those you may have given or practice tests for the GED.  Make a determination with the learner regarding whether or not they should learn the strategy.  Participants who would benefit from learning the strategy should then enroll in the Test Taking Strategy class when it is offered.  Review the Instruction Component for more information on the Test Taking Strategy.  Furthermore, an example time chart for PIRATES is available in the “Nonconsumables” section of this Test-Taking Component.

2.
Exam Registration

See exam registration procedures in the Pre-Enrollment Component. 

Many students with disabilities may receive accommodations for taking the standardized tests like the GED or Kansas Competency tests.  To qualify for these accommodations, the disability must be documented as well as the need for the accommodation to provide a fair opportunity on the exam.  Requesting accommodations is separate from registering for the exam and requires more time to get approval.  Staff might review the Resource Sheet:  Legal Rights and Responsibilities that was used in the Orientation Component to explain how a learner with a documented disability might receive accommodations.  If accommodations are requested, the request must be made using the petition provided by the State of Kansas GED Test Service. 

What we did... 

Many adult learners may need to take the Test Taking Strategy.  These learners should be encouraged to take the 2-3 weeks necessary to complete this strategy even though they will be chomping at the bit to take the test!  They should be informed of the long term benefits of this strategy beyond the GED.

3.
Exam Taking

Procedures and regulations for administering and taking the GED exam are available from the Kansas Board of Regents and the American Council on Education GED Testing System.  These guidelines should be closely adhered to, so as to not delay or invalidate the testing.

4.
Review Exam Results

All exam takers receive their official testing results by mail.  Included with their results is an Infosheet that provides information on how the adult education program can help them if they did not pass as well as options for services they may want to consider regardless of whether they passed or not. The GED Infosheet: Your GED Exam Scores also provides information concerning the graduation ceremony for those who pass. 

Regardless of whether or not they pass, some exam takers will want to study after having taken the exam.  Following receipt of their scores, these individuals may schedule an ALP meeting with a staff member; this meeting can be held before participating in an orientation meeting.  A staff person meets with exam takers individually to review official test results.  In addition to addressing questions and concerns test takers may identify, this discussion should include a review of subtest and total scores and what they mean for passing the entire exam, reflection on the test taking experience, and considerations of what individuals may reasonably plan to do next based on their test scores and goals.

As with most controlled tests, the individual test items or content cannot be discussed.  Revealing the answers or further discussion of individual items would invalidate the test.  

Next Steps for Staff

Those exam takers who decide to leave the center after taking their exam should be encouraged to participate in a transition ALP meeting (see Transition Component for details).  In those cases when the intention to leave the program is made clear at the post exam ALP meeting, the transition topics are covered.  Regardless of whether the exam takers intend to return to the Adult Education Center or pursue another option, they should be urged to participate in a transition meeting so that plans for an effective transition can be made.

Consumables

· GED Infosheet:  How Do I Take the GED?

· GED Exam Time Chart

· GED Infosheet:  Your GED exam scores: 


What To Do Next

These consumables forms are available for your program to use and reproduce in the “Duplicate Packet” of The Planner.  Also included is a computer CD (labeled “Consumables CD”) that contains the consumables in Microsoft Word format, so that you may easily alter and print your own versions.

GED Infosheet
How do I take the GED?
The GED exam takes 2 days.  You can schedule the GED for day or evening testing sessions.  You must first make a reservation.  

Make your reservation well before any deadline--at least one day before the exam.


Reservation hours are 









Go in person to 


You must bring:

1.
Picture ID


Current Kansas driver’s license or Kansas I.D. card

2.
Your social security number

3.
Name and address of your last school,

the last date you attended,

the last grade you finished

4.
$68.00 


You must pay at the time of the reservation.

5.
If you are 16 or 17 years old, you will need two forms completed by your school district: (1) the Compulsory Attendance Exemption Form and (2) the Compulsory School Attendance Disclaimer.
How do I get my GED diploma?

When you pass the GED, your diploma is available 6-8 weeks after the test.  Diplomas may be picked up at the Adult Learning Center during office hours (




).  You must show a picture identification to pick up your diploma.  

How can I get a transcript?

Graduates may get official GED transcripts from the:

GED
Kansas Board of Regents

1000 SW Jackson, Suite 520
Topeka, KS  66612
(785) 296-3191.

Transcripts cost $10.00 each (cash, certified check, or money order—no personal checks).

What if I have a disability?

If you have disability, you may receive special testing accommodations.  First, you have to tell us about your disability and we will plan with you the best ways we can help you with testing or classes.  Please bring any reports you have about your disability to help us understand your special needs.

Where can I learn more?
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GED Infosheet:



Your GED Exam Scores








What To Do Next
Congratulations, you have passed the GED exam!

Getting your diploma
•
A GED diploma will not be mailed to you.

•
Ten days after you receive this letter, you may pick-up your diploma at








.

•
Be sure to bring a photo ID.

•
All diplomas should be picked up no later than six months following the date 
you passed your exam.  If you do not pick up your diploma during this time 

period, your diploma will be destroyed and you will have to request a copy 

from the Kansas Board of Regents at a cost of $10.00 (no personal checks or 

credit cards are accepted).

Attending graduation

Each year GED graduates from our area get to participate in a graduation ceremony.  All of the GED graduates will be congratulated in a ceremony that their family and friends are invited to attend.  Call to find out when the ceremony is and how to be included.  Talk to us about participation in this memorable event.

Moving on to your next goal

Getting your GED is great, now on to your next goal!


Our staff would like to meet with you to discuss what you exam results mean.  They are also ready to help you think about your plans and help you find ways to carry out those plans.  This meeting is free.  Please call to make an appointment.

GED Transcripts

Official GED transcripts are available ONLY from the Kansas Board of Regents.  Please call (785) 296-3191 for more information on obtaining a transcript.



Your GED Exam Scores:  What to Do Next
We’re sorry, but you did not pass the GED exam.

A total score of 2250 (an average of at least 450) and no individual test score below 420 is needed to pass the GED test.  If your Language Arts--Writing skill score is not provided, you did not write on the essay topic, or the essay was unreadable or blank.  

Even though you did not pass the entire exam, you may have the minimum required score for one or more subtests.  Below are the minimum required scores for each subtest.  If your subtest score is equal to or higher than the scores indicated, you passed that subtest:



Literature and the Arts - 420

Social Studies - 420



Mathematics - 420



Writing Skills - 420



Science - 420

If you retested the exam

The highest score you received on a test will appear on your results form, even if it is from an earlier test.  

If you did not take the exam


If you paid the $68.00 and did not complete the exam within 90 days, you will have to complete an application and pay the fee again before taking the exam.  (Any tests taken within the 90 day period will be processed.)

Understanding your score

Staff at our center would like to meet with you to discuss what your exam results mean.  They are also ready to help you think about what your plans are now and help you find ways to carry out those plans.  This meeting is free and we hope it will be very helpful to you.  Call to make an appointment.

What to do now

The best way to pass the entire GED exam is to study for the subtests on which you need to improve your score.  Our staff is ready to help you.


We offer study classes and can also help you with other plans if you decide you don’t want to continue to study for your GED.  Please call to make an appointment or for further information.

Nonconsumables

· Example Time Chart:  PIRATES
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Appendix


Skills and Strategies

TEST 1:  WRITING SKILLS
a. Writing Skills-I

(Multiple Choice questions)

Skills needed:

Use of verb tense (singular/plural, future/present/past)

Punctuation

Knowledge of syntax (noun, verb, adjective etc.)

Proper sentence structure

Spelling/capitalization

Active/passive voice

Figures of speech

b. Writing Skills-II

(Essay Exam)

Skills needed:
Syntax

Punctuation

Spelling/capitalization

Semantics (word meaning)

Prior knowledge of essay/paragraph structure

Creativity/expression

Possible strategies for writing:
•
The Sentence Writing Strategy (write simple/compound/complex sentences)

•
The Paragraph Writing Strategy (write basic and complex paragraphs)

•
The Error Monitoring Strategy (identify and correct mechanical writing 

errors)

•
The Theme Writing Strategy (compose and execute a creative five-paragraph theme)

TEST 2:  SOCIAL STUDIES
Skills needed:
Deduction

Inference/draw conclusions

Paraphrase

Attention to detail

Find opinion

Summarize

Memory (for history and geography)

Visual memory (for geography)

General knowledge of national politics

Possible strategies for Social Studies:
•
The Paraphrasing Strategy (paraphrase to improve comprehension and 

recall)

•
The Word Identification Strategy (identify unfamiliar words in the text)

•
The Visual Imagery Strategy (visualize settings and actions during reading)

•
The Interpreting Visual Aids Strategy (inspect visuals in text for information)


Focus on details (pay attention to details and remember them)

TEST 3:  SCIENCE
Skills needed:
Analysis

Reasoning

Deduction 

Common sense deductions 

Inference/draw conclusions

Compare similarities

Attention to detail

Remember formulas (density, mass, volume, speed, distance, etc.)

Carry out simple calculations

Possible strategies for Science:
•
Analytical thought processing

•
Self-questioning

•
Systematic problem solving (step-by-step problem solving (a) identify the question asked (b) what is the information given to answer it (c) calculate or analyze the right answer)

•
The Visual Imagery Strategy

•
The Paraphrasing Strategy

•
The Word Identification Strategy

TEST 4:  LANGUAGE ARTS--Reading
Skills needed:
Deduction

Inference/draw conclusions

Paraphrase

Reference to context

Find opinion

Summarize

Possible strategies for Language Arts--Reading:
•
The Paraphrasing Strategy 

•
The Self-Questioning Strategy

•
The Visual Imagery Strategy

•
Selection of key information from a given passage

•
Memorization of key information from a given passage

TEST 5:  MATH
Skills needed:
Reasoning

Analysis

Deduction

Inference/draw conclusions

Interpretation (of graphs, etc.)

Calculations

Memory (multiplication tables, etc.)

Knowledge of basic concepts (addition, subtraction, multiplication, division, fractions, proportions, percentages, equalities/inequalities, averages, geometry, etc.)

Detection of errors

Common sense

Possible strategies for Math:
•
Analytical thought processing

•
Systematic problem solving (step-by-step problem solving:  (a) identify the question asked, (b) what is the information given to answer it, (c) calculate the right answer)

•
Arrange given information according to answer needed

•
The Visual Imagery Strategy

•
Interpreting visuals (especially for graphs)

•
Self-questioning

Test Taking Component
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