
 
DRC Contact Information:  PDE contact information 

Toll free number: 1-800-451-7849  Phone number: 717-787-4234 
Email: pacustomerservice@datarecognitioncorp.com             or:  717-705-2343 
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Test administrators and students should have a clear direction 
regarding the room and the time assigned for the administration of the 
tests. 
There should be a monitored area designated for any latecomers to 
prevent interruptions to a test session. 
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The Federal No Child Left Behind Act requires that all students 
participate in the PSSAs. 
Remember that any accommodation used during PSSA testing should be 
part of the student’s everyday school environment.  

Parental requests to view the tests must take place at the school or 
district setting with a monitor present at all times.  
Students that normally receive a small group setting for assessments 
should be provided with a similar setting.  
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test 

For a more complete list of the PSSA dos and don’ts, reference the 
PSSA Handbook for Assessment Coordinators. 

You can clarify directions and offer encouragement to the students.  

 The AYP Score and Participation Attribution Map provides guidance 
for determining proper student attribution. 
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The testing site responsible for the education of a district-placed student 
is also responsible for ordering the testing materials and administering 
the test. 

PDE asks that you bubble some of the demographic information 
AFTER the student has completed the assessment, for example 
economically disadvantaged and information regarding the testing 
situation. 
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 The attempt logic means that a student must attempt a minimum 
number of items in EACH section of the test. 

Call PDE at 717-787-4234 if you have questions.  
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Materials should be returned when the majority of the population has 
completed an assessment. 
Ensure that early returns do not include booklets for students who 
need a make-up session. 

 School Assessment Coordinator accounts in eDIRECT are 
established by the District Assessment Coordinator. 
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School Assessment Coordinators can assign additional school-level 
permissions in eDIRECT. 

Test Administrators should ensure that all online testers have the 
opportunity to use the Tutorials and Online Tools Training. 

 The Materials Receipt Notice must be completed in eDIRECT for 
every site that receives materials directly from DRC. 
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The Materials Receipt Notice can be accessed by selecting ‘Materials’ 
from the eDIRECT navigation, then clicking ‘Receipt Notice.’ 

Additional large print and Spanish-translation booklets must be 
ordered through eDIRECT. 
Contact DRC Customer Service for additional Braille booklets. 

Additional orders must be placed through eDIRECT. DRC will not accept 
faxed forms or emails to place additional materials requests. 

Additional Materials Requests will be processed after the initial 
shipment of secure materials.  
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The form numbers on the test and answer booklet MUST match to 
ensure accurate scoring of student responses. 

DO NOT return a used answer booklet to DRC without a barcode 
label affixed to the front cover. 

Precode labels for students no longer enrolled in your school should be 
destroyed. 
DRC cannot update a student’s record with new PIMS data if the name or 
PAsecureID printed on the precode label is different than the information 
in PIMS during the testing window. 

When using District/School Labels, the front cover and all applicable 
items on page 2 of the answer booklets must be hand-bubbled.  
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A student’s name, PAsecureID, and birth date must be bubbled on the 
answer booklet exactly as it appears in PIMS in order to match the 
student to the PIMS file for reporting. 

If a District/School Label is inadvertently affixed to a blank/unused 
booklet, affix a Do Not Score Label over it. 

Do Not Score Labels must be affixed over any label already on the 
booklet. 
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Keep your security checklists on file after you’ve returned your materials 
to DRC. The checklist can be very beneficial in determining the location 
of a missing booklet. 

Every testing site is responsible for completing a Materials 
Accountability Form via eDIRECT.  
The Materials Accountability Form is your tool for notifying DRC of 
discrepancies in the receipt or return of secure materials. 

The Materials Accountability Form can be accessed by selecting 
‘Materials’ from the eDIRECT navigation, then clicking ‘Accountability 
Form.’ 

Remember that all answer booklets (used and unused) should be 
boxed separately from test booklets. 
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Use the box-flaps labeled A and B to affix the appropriate Return 
Shipment labels. 

Test booklets and unopened packages (shrink-wrapped packs) do not 
need to go into a plastic bag.  

Follow the same labeling and sealing procedures for the boxes of test 
booklets. 

All Writing booklets must be shipped by March 27, 2013. 
All Reading/Math and Science booklets must be shipped by May 3, 
2013. 
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Make sure that school personnel answering phones know who is 
responsible for handling PSSA questions from DRC.  
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