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Appendix 10

School Letterhead

Date

Name of Evaluator
Title of Evaluator
Name of Evaluator’s Employer
Street Address
City, State, Zip Code

Dear [Insert Evaluator’s name here]:

On behalf of [insert school name here.], thank you for agreeing to evaluate the [insert name of concentration here] Performance Assessment.  Your time and dedication make it possible for our students to participate in the 2011-2012 West Virginia Career and Technical Global 21 Performance Assessment Program.

As an Evaluator, you are required to complete a brief training on the day of testing conducted by our building level administration or their designee.  After completing the training, you will be asked to sign the Evaluator’s Secure Materials Agreement as a procedure for dealing with secure materials.  A Test Administration Manual is also online at [insert address here] for you to review.

The assessment is divided into problems and each problem consists of interrelated tasks.  The students are also required to complete a Written component, an Oral component and a Work Habits component which will vary from assessment to assessment.  These components will be scored on [insert date, time, and location here].  We appreciate your help in scoring these also when applicable.  

Your efforts are a valued contribution to the education of our students and are highly recognized and respected by our school and the community.  If you have questions, please call [insert contact name and phone number]
Sincerely,

Signature

Teacher’s Name
Title
E-mail address

