
 

 

CRAIG WELLER: Okay.  Let's check out the mic here.  Does everybody hear okay out there in the 

audience?  That's good because every once in a while, if we turn kind of funny up here, it kind of cuts out, 

so if it does, it will probably come right back on.  So before we start today, I just wanted to point out to 

everyone who's listening that we have an email that you can send your questions to and we'll be able to 

respond to those emails at the end of our presentation today.  And the email address is 

HBG.questions@pattan.net, and that's the one that's up here on the screen.  So, please send your email 

questions to us.  And if you're in the audience here, you can write them down on a piece of paper and 

we'll be able to take care of them in-house here because it works better with the flow just to have it at the 

end instead of stopping in between.  All right.  I'll put the camera up here.  So welcome to -- we have -- 

this is our second session today for the Keystone Exams Administration Coordinator Training.  And we 

have with us today myself, Craig Weller and I represent Pennsylvania Department of Education in the 

Bureau of Assessment and Accountability.  And we have Kevin Trenholm who's here from DRC and he'll 

be giving the second half of the presentation today.  And we also have Sarah Masterson from DRC and 

she's not actively presenting today, but she is answering some questions along -- and along -- and what's 

that?  Oh, I apologize.  She's actually -- she's very -- last minute change.  She's actually doing the second 

presentation with us today, and then Kevin is just going to stay out of the -- out of the loop.  I guess he 

said he's just done it too many times.  So, without further ado, let's get started here today and we'll 

probably get you out if the -- a little bit quicker than what we're normally doing because we are looking at 

a revised -- a heavily revised program here compared the other years.  I mean, even if you look when I 

put up the PowerPoint here and you can see that even the whole frame, the whole appearance of it's a 

little bit different.  So what we did is we've cut out all the stuff that we maybe didn't need and we put -- oh, 

that goes away.  That goes away.  There was something which was appearing on the -- on the screen.  

Okay.  So let's get started here.  Accountability.  If you have any accountability related questions, please 

contact PDE's accountability which is Performance Analysis and Reporting Division in the Bureau of 

Assessment Accountability.  And the best way to do that is to use this email address, the ra-pas@pa.gov.  

And what that will do is that will get you in touch with John Nau who's the division chief for accountability.  

And also Shazia Waters who's new.  She's a new employee to the bureau about half a year now I guess.  

And they'll be able to answer your questions from accountability because as we move from the AYP 

System into now the School Performance Profile and all -- and all of that change, they would be much 

better able to answer all of the questions pertaining to that.  And if it's something that they can't do, we 

also have an FPP email address as well which I would get to you in a bit here.  So, agenda.  Let's take a 

look today.  We did the introductions.  The general overview is what we're going over now.  And then we 

have Keystone Exams Overview, Test Security and PDE Security Training.  And we have Planning for the 

Assessment, Participation and Exception to Participation and Administering the Assessment.  These are 

all the things that I'll be speaking to in the first part of our presentation this afternoon.  And then Sarah, 

when she gets up, will be Data Recognition Corporation general information, Paper and Pencil and Online 

Administration.  So, that's our agenda.  And the general overview here, all policy decisions come from 



 

 

PDE.  So, if you have a question that relates to strictly a policy thing and even -- not even in this session, 

but if you have a question that comes up during your day at work and you want to ask about a policy, you 

should try not to call DRC because they'll just refer you to PDE anyway.  And the best thing to do with 

policy decisions is try to speak with the person who's maybe a content-related person.  If you're talking 

specifically about mathematics or science or literature, we have content people.  And I'm the science 

contact person for PDE.  So, if you have any science-related questions, just contact me.  And I know I did 

this last time and Kevin said I didn't need to do this, but I wanted to anyway.  Just in case you have any 

questions for policy and science-related questions, or even if it's math or literature, you can still contact 

me and I'll get you in touch with the proper person.  And I was going to give you my telephone number at 

work.  You can write this down and -- because I don't think it's on in any of these slides here today.  My 

telephone number -- my name is Craig Weller by the way.  Put down C-R-A-I-G W-E-L-L-E-R and my 

telephone number is 717-525-5825.  Again, that's 717-525-5825.  And if you want to email, my email 

address is crweller@pa.gov.  So, you have to put that R because we have another person that works with 

PDE and his name is Christopher Weller.  So, he goes with C but you have to have C-R-W-E-L-L-E-R.  

Now, all Keystone Exam Logistics are responsibility of DRC and that's why they're here, talking about 

paper materials, the delivery of same and eDIRECT system which you can find most of the 

documentation that you need to have is located on eDIRECT.  And even if it's not specifically listed as a 

document, it may be in one of the other documents, like, the handbook for assessment coordinators, 

there are a lot of things in that that you can make photocopies if you need, like, the formula sheet.  I think 

the formula sheet's in there too, right?  The HSCs, the Math Formula Sheet.  That's got to be around 

there somewhere.  Oh, it's in the directions for administration.  Okay.  So, within these booklets, the 

directions for administration both for paper and pencil and online and the handbook for assessment 

coordinators, you'll be able to find anything you need in the appendices there.  And then the Insight 

System is talking about the online testing engine.  And Keystone Exams, we have available students 

either online or paper and pencil.  And I think last year, we had about a thirteen percent rate for online, 

testing and overall was deemed a pretty good success story because we didn't really have any dropout of 

data.  We didn't have any -- if there was a power outage, we -- it went right back up and no doubt it was 

lost.  We had very positive feedback coming in from the field when we went out for monitoring and said 

that they really enjoyed having the online.  Now, some of the pushback that we get it is we don't have the 

infrastructure, we don't have the computer systems, the bandwidth and all of that, but as Kevin mentioned 

in our first session today that you can kind of ease your way into the online system by doing some of your 

students using the online and others paper and pencil.  You're allowed to do that and some LEAs are still 

not quite sure that they can do that.  So, you can have one classroom doing the online and you can have 

another classroom doing the paper and pencil.  As long as it's not in the same classroom, you're 

permitted to do that.  And that might help you out to see how nice it really is.  Within the Keystone Exams, 

we have two modules.  We have module A and B.  Of course, they cover different content areas, but they 

must be scheduled as a separate exam session and modules may be scheduled AM and PM on the 



 

 

same day or on separate days.  And the reason why PDE had this as a policy change from last year 

when we kind of just let it open ended as to when you wanted to schedule is because we ran into issues 

last year that were out at the LEAs where they were running into their lunchtime.  They were running out 

of time.  They were trying to get both in the AM or both in the PM and they were just running out of time.  

And in one really bad instance, we had one LEA that told us that some of the students had to -- had to -- 

had to quit their test, go to lunch and then come back and finish their test which, as you know, you can't 

do that.  So, to alleviate that, we just said it's much simpler just to say AM and PM.  There are some times 

where maybe the way you have your school's configured, that's not going to workout very well for you.  

And what I'd like you to do, if you have an issue that's really, you think unique, you can contact me and 

we'll be able to discuss that to see if we can come up with some kind of a viable plan for that.  The 

Keystone Exams have multiple choice and constructive response as usual and students who attempt the 

Keystone Exam but did not score proficient or above are permitted to retake the Keystone Exam.  They 

would not be able to retake during the same window though.  So, these kids will have to wait until the 

spring if they don't score proficient and how would you know anyway because you don't get the scores 

back until later, but just to put that out there.  And these are the new things this year.  We have, scoring 

guidelines will be included separately with the secured test material and scoring guidelines.  That -- those 

are important.  Then you can have those.  You know, there are only a few things that students are 

allowed to have with them.  And I guess the scoring guidelines are one and the Algebra formula sheet 

would be another thing that they could have.  Other than that, maybe their pencils and their calculators is 

really all they can have.  The second point here is affirmation of the code of conduct for test takers.  This 

is new this year.  So, we have -- it's essential that all students understand the importance of each of the 

points in the code of conduct before testing begins and that's why this year -- and it's a -- it's a button on 

the online system and it's a-- it's a bubble on the -- on the paper and pencil that the students -- and 

actually the students are not supposed to bubble that.  The instructor -- the TAs are supposed to do that 

so we make sure that it's done properly, but that's something that's going to be taking place right now.  

We need to have that where the TAs have instructed their students in the code of conduct for test takers.  

And then the last part is administering the assessment.  We have active monitoring where we have the 

kids that are -- that are under constant surveillance by both the TA and proctor, if one's included.  And to 

make sure that they're not in the -- in the improper section, maybe they're -- they started in a different 

module or who knows what, but make sure you're actively out there monitoring and erasing.  Make sure 

that erasers -- erasures are only done -- say, they bubble it in, make sure it's erased out properly, don't 

have any kind of funny system where maybe you have the kids bubbling all the bubbles and then erase 

the ones that are incorrect and leave only the correct answer because the erasures will show up in our 

data forensics and then that would red flag your building for doing something improper.  So, you don't 

want to do that.  And then collecting booklets is also something new this year too as far as -- we've 

collected them in the past, but we want them collected right away.  So, whenever you have maybe a class 

of 20 people, as soon as each of the kids are done, maybe you can have a system where they just raise 



 

 

their hand up and the proctor or the TA will go and get the booklet and bring it up to the teacher's desk, so 

we don't want to have a situation where we walk in as monitors and look and see test materials sitting by 

the students when they're -- when they're finished.  The students should be just sitting there, reading a 

book for pleasure.  They should not be into a content-related thing at all and the same thing goes for 

online testing.  In the online testing, they should just their computers off.  Shut them down when they're 

done with the testing.  How about concussions and participation?  This has been a hot topic the last year 

as more and more people become aware of the severity of concussions.  I don't think we ever really new 

much about that and the -- in the impact on testing, but documentation is required two weeks before the 

start of the testing window to get a doctor's permission for that student to be exempted from taking the 

assessment at that time.  And if it's something that happens within the two-week period of time, then that 

will be something you'll probably want to call PDE and find out about that because that could be a medical 

exemption issue and it's different on how you would code that.  So, just call us at the Bureau of 

Assessment Accountability and we'd be happy to discuss anything.  Hopefully nothing comes up like that 

but boy, last year, we must have had hundreds of concussion issue thing.  So, what about calculators?  

This year, we have two new things for calculators.  I know we have grades four through eight PSSA Math 

Assessments except for the non-calculator sections.  You can use your calculators.  Algebra 1 Keystone 

Exam.  Now, we have Science for PSSA and Biology Keystone Exams that you can use calculators.  In 

the past, you could not use them for science at all, and I'm not sure how important they will be for a 

student to answer questions, but you're now allowed to do that.  So we must have had a pushback about 

calculators for science.  I don't know -- I wasn't part of that conversation.  I just know you're now allowed 

to do that.  And we do have just the three exams again this year.  I think eventually we'll be -- we'll be 

reaching out to expand in the other areas as soon as the moneys would become available for test 

development and implementation, but -- so right now, we just have algebra 1, biology and literature.  And 

it does say here at the bottom, accommodations are available for all tests just as they are for PSSA as 

well.  If a student normally has those accommodations in class, they can use the same accommodation 

for testing, that's the whole point whether or not they have an IEP or not or five or four or not.  And 

speaking of those accommodations, we have those guidelines for students with IEPs in five or four is 

listed on the PDE website as well as the eDIRECT.  What about accountability?  Now, I did say we 

weren't going to talk about it, but here we are talking a little bit about it.  We had a big change when we 

put in for the ESEA waiver and then it was approved by the federal government.  And they said that we 

were now steering away from AYP and No Child Left Behind.  We -- technically, that's the law of the land, 

but we have a waiver.  We have an exemption from that.  So, now we're moving in to a different era.  

Therefore, things are not reported out in AYP type terms anymore.  Now, it's the school performance 

profile and then there's also the federal -- there's a federal nomenclature as well.  But what we're 

concerned with is, at the federal level requirement, nothing has really changed.  We still have every 

student needs to take an assessment at least by their 11th grade year.  And if you take Algebra 1 in eight 

grade or ninth grade, those scores are banked -- or even tenth grade, your scores are banked until the -- 



 

 

until eleventh grade.  That really doesn't change.  So, from a federal perspective, all you need to know is, 

the kids have to take each of these content areas at least by their 11th grade year.  Whereas -- let's see, 

students who attempt the Winter Keystone Exams but didn't score proficient or above are permitted to 

retake, and I said that before in the spring.  But the federal guidelines don't mandate that a student is 

proficient.  They just mandate that the students are tested.  On a state level, we have a whole different 

level, the school performance profile.  Now, we have the class of 2017 is the first class, excuse me, that 

will be required to demonstrate proficiency on those three exams in order to graduate.  And I don't know if 

you've seen, you know, the SPP right now.  We have data suppressed for most secondary school simply 

because we had one issue that you might be aware of.  The issue was that that little bubble, that if a 

student is currently taking a Keystone Course or not, maybe as a retest, those bubbles were really 

mandatory last year and for whatever reason. some districts weren't bubbling that in properly.  And so 

when the results came back from SPP to get that number from one to a hundred or zero to one hundred, 

they weren't accurate and it was really because of a -- maybe a miscommunication between PDE and the 

-- and the LEAs about that, but we're currently fixing that problem by allowing LEAs to go back in and 

make those corrections for all of their students last year and then we can recalculate and refresh, I think 

it's in January, maybe December, but it's -- I think its January.  So, those -- is that when that is -- the 

refresh for SPP or don't you know much about that? 

KEVIN TRENHOLM: I [inaudible] as soon as possible. 

CRAIG WELLER: As soon as possible? 

KEVIN TRENHOM: Yeah.  I heard it really is [inaudible] 

CRAIG WELLER: Okay. 

KEVIN TRENHOLM: [inaudible] 

CRAIG WELLER: Yeah.  And I think to double check and make sure everything is right that they're just -- 

that originally they said January, but I think it was December.  So Kevin is right there.  December or 

January.  And so what we'll find is when you get on to the SPP site and there'll be numbers for everything 

there for all elementary and secondary schools.  And the PASA still exists for students with severe 

cognitive disabilities.  And if they meet the six criteria like they've always done, they would be allowed to 

take the 11th Grade PASA for math, reading and science instead of the Keystone Exam.  And sometimes 

we get calls, like, even during getting ready that we had a couple of weeks ago.  A call was coming in 

from an LEA and said, "Well, that's not fair that our students that are -- that are cognitively impaired have 

to take the Keystone Exam."  And we said, "They don't as long as they meet the criteria for that."  Now, 

what if they're in that gray area?  We used to have, like, a modified exam for PSSA, but there's nothing in 

the pipeline for a modified Keystone, okay?  So, it's just -- that's what it is.  And that was really a federal 

government decision.  I'm sure we would like to have done that, but they didn't like the modified PSSA to 

begin with.  English language learner students, we have, they're treated the same as any other students.  



 

 

They are required to take the science, which is the biology, and the algebra 1, but the literature is an 

option.  They are allowed to opt in if they want to.  And I think it would be a good idea that you let them 

know that they can do that, too, because maybe they want to take that instead of waiting until subsequent 

years.  What about test security?  That's the big thing, right?  Test security.  We don't want anybody to get 

into trouble when they're out there doing their stuff.  So, the assessments rely on the measurement of 

individual achievement.  That's why we're so adamant that each of these testing locations are as much 

the same as we can make them and that's why things should be covered up in the rooms, they should be 

taken down in the rooms and also in the hallways and the students were only allowed to have certain 

items with them.  So, we want to have as much standardization as we possibly can because it's a 

standardized assessment.  And any deviation from these procedures are strictly prohibited and will be 

considered a violation of test security.  Now, that's on the larger things, you know, like, when you're really 

hammering some of the things that you know you shouldn't, like, walking over the student and telling him 

that this answer is wrong and you need to change it.  I mean, clearly that's -- and that opens up a whole 

new area of educator misconduct.  School administrators, teachers and any other educational personnel 

who are involved in the assessment program must maintain the security of all assessment materials at all 

times.  I think the number one person is the school assessment coordinator in each building, really has to 

stress that to all of the people involved in testing.  So, that's a big burden to bear for the SAC and 

ultimately at the district level, the district assessment coordinator.  They have to disseminate this 

information down the hallway.  So, whether you're a DAC or an SAC or a TA, everybody's ultimately 

involved in security.  And the last bullet point here says, the TAs should not have any assessment 

materials in their possession at any time other than the actual assessment administration.  We do give 

you a little guide point here of maybe a half hour before the assessment start and we understand 

logistically it's kind of difficult to make sure that that half hour window is exactly, you know -- if you're a 

really large school, you might have to do it 45 minutes or an hour, but don't have the people having their 

materials five hours ahead of time or the night before.  That's a test security violation.  What about 

certifications, test security certifications?  Remember we had last year, was the year that we had them 

signed after the testing was done.  I think the prior year, we were asking you to do it before the testing at 

least for some people.  And LEGO at PDE said, "Well, that doesn't make sense.  We can't have some 

doing it before and after, whatever.  So, we'll just make it consistent."  So, after the assessments are done 

everybody will sign it and make sure they're attesting to what they have done properly.  And those need 

to be stored for a period of three years in your district.  And by stored, you can store them by paper or you 

can scan them and you can store them electronically.  That's something that will help you because the 

signatures on there will still count as active signatures.  And remember that we have district assessment 

coordinator, a form for them.  We have the school assessment coordinator, a form for them, and building 

principle I think and also TAs and proctors.  Last year, we didn't have that catchall, like, what if you fall 

outside of those categories?  And we had anybody like a secretary or administrative assistant, custodial 

staff, anybody that comes in contact with the testing materials, they were signing a different one.  Well, 



 

 

this year we have the general test security certification and that's for all others.  So, now we've covered all 

of the bases, I think.  I mean maybe there'll be something next year that we have to do, but for right now 

that looks good.  And the chief school administrator must maintain these certifications for three years.  Do 

not return them over to DRC.  They're just in-house.  You keep them.  And we might want to see them.  

When we come out for monitoring, we might want to take a look at what you had from the prior year 

because you don't have them done for this year, of course, while we're there unless we come -- I don't 

think this would happen, but if we came out after testing for some reason, you're already done and they've 

already signed it, that might be a time, but I doubt.  We come unannounced and we come out during the 

active testing, of course for monitoring.  Now, what do you do if somebody doesn't want to sign their test 

security certification statement?  We've had that a couple of times.  I mean, I don't think it's been very 

prevalent, but the thing you need to do at the LEA level is you must notify PDE right away that you're 

assessment accountability, that we know.  And you must also provide a written explanation of the 

situation as to why the person didn't want to do it and maybe the investigation you did and any actions 

taken from your perspective.  That's the responsibility of the LEA.  We don't expect that will happen 

because, I mean, everybody out there is a trained professional and they're district employee and they're 

just going to do what they need to do.  If they don't sign it, that's kind of a red flag thing, they did 

something wrong.  What about the next item here?  PAsecureID.  We've had that for many, many years 

now.  And a few years ago, we started to have LEAs makeup a spreadsheet that had TAs listed along 

with their students that they're proctoring the assessment to, listed by PAsecureID.  A lot of times we will 

go out and we'll see student names still on this list, but we want to make sure that they're linked up by 

PAsecureID back to the test administrator.  I know that tons of administrator, excuse me, doesn't have a 

PAsecureID for them, but you can list them by name but don't list the students because we're -- at PDE, 

we're not supposed to have student names involved with results of the assessments.  And sometimes, 

when we have to do investigations, we want to see them listed by student, you know, in a 10-digit 

number.  That's the best way to do it.  So, we have to have that.  That's a mandatory thing.  And it says 

here the list should include, for each student, the test administrator, the school name, the year and the 

subject being administered.  And if you have any extended time issues, you also need to include them on 

the sheet.  If you have Mr. Apple, his class, he has 20 students so he would be listed with those 20 

PAsecureIDs, but then on another column of the spreadsheet, you'd have extended time and maybe it's 

Mrs. Pear, maybe a bad analogy.  Mrs. Pear would be the one taking extended time.  So, that student's 

PAsecureID number would now have two TAs linked up wit that particular student so we can track.  And 

three years is the -- is the required list of time to save them.  What about the online training that we had 

started last year?  I think in February, we had that rollout.  We had some rollout issues just like anything 

that's new.  We had many, many people trying to access the system very quickly and we were just 

overloaded.  Eventually, they got it worked out and now we can accommodate I think the proper amount 

in the -- in the -- in that window of time.  And this is the PSTAT or Pennsylvania State Test Administrators 

Training and this will be the same kind -- I think the length is the same.  It's going to rollout today -- is that 



 

 

today?  We said today, right?  Today at 1:00, like, right now.  Like, it's already live now.  And please don't 

get on it here and do it because it'll take 45 minutes of very serious concentration.  But at the end of it, 

you have the questions to answer and I think those questions have been reworded because we did hear 

some funny things about the questions last year.  They may have had like two answers for one question 

or something but -- and you've got to get 80 percent, I think to get completion rate and people were 

having to go back and it was just a mess.  So, hopefully that's taken care of.  The certificate of completion 

at the end, you can print that out and you can save that in your district file if you'd like.  That's not a 

mandatory thing.  We are very pleased last year to see a lot of people did have those so we could just 

leaf through them real quick to see if everybody was verified as complete in training.  But an electronic 

email goes to Carrie Helm who's in charge of that program.  So, he'll have a list of all the ones just 

automatically and that they go right to a database and so we know who's trained and who's not.  And if 

you have any questions about that, just go to the pssatraining.com.  The next one is DAC, District 

Assessment Coordinator.  These are some of the things that are required from that person, which may be 

you, might be you, attend the required PDE trainings, especially ones on accommodations, getting ready, 

test administration.  The old one was Understanding AYP.  Now, they're probably called Understanding 

School Performance Profile and maybe PIMS and stuff like that, you know, all the stuff that's pertinent to 

doing your job properly.  And that's the first question we ask in monitoring when we go out is, did you 

attend the training and what were their names and the dates of your training?  So, keep a record of that 

and you can share that with us.  Not that we don't trust you.  We're just trying to make sure everybody's 

aware of that.  Also, you need to update the eDIRECT accounts for your district and school users 

because one person is designated in that as the DAC and also the SAC.  You want to review all of your 

directions for administration, both paper and pencil and online since they have different books for that or 

manuals, and review your district's procedures for home-schooled students.  We did notice that maybe 

there's a little bit fewer home-schooled students today than there were a few years ago simply because of 

the economy.  I guess a lot of parents both have to work and maybe they're not able to home-school as 

much.  I don't know if you're detecting that but if you do have a home-schooled student in your district and 

they want to test with you, they need to be able to test.  That's for chapter four.  So, you have to let them 

test at the school.  However, the last bullet point here says, handling cyber charter schools.  That's a 

different thing because your districts, your LEAs are paying money to send those kids to those cyber 

charter schools and those cyber charters are responsible for assessing those students.  So it's not your 

responsibility.  If they live in your district to take them, you can do it if you want, but you don't have to do 

it, okay?  So, locally here, Central Dauphin High School, if you have a kid that's going to Agora or some 

other cyber charter and maybe they're testing down in Philadelphia for example and maybe the parent 

can't get that kid down, so then they call up and they want to get them to test at Central Dauphin.  Central 

Dauphin is under no order from the state that they have to take that kid.  They can take them, but then 

you open up yourself to a little bit of logistical issues then and -- I mean, secondary and tertiary issues 

that might come up.  So, do what you want.  That's an LEA decision.  The next is train school assessment 



 

 

coordinators.  That -- after you've been trained and did everything, now you need to train your school 

assessment coordinators.  That's the primary goal.  And you want to receive an inventory of your test, 

make sure right away as soon as you get your materials.  Don't let them sit on the dock somewhere and 

make sure you get them right away and do it, because I did mention in the first session today, we've 

heard tales and we know for a fact that some districts get their boxes with all the paper and pencil 

material and some other boxes, maybe one or two, they go somewhere else.  And so you don't want them 

out there because that's a live security risk and we get them back eventually, maybe they go to a different 

school district because the boxes, they look -- they look the same, you know, obviously.  So, make sure 

you count exactly the number that you have and store them right away.  And when you distribute your test 

out during the testing times, you want to count them -- the materials, you know, overall with your school 

assessment coordinator.  Just -- I mean, recount them again and the same thing, count them when they 

come back.  You want an inventory package and return the test to DRC then, if you're the DAC.  Now if 

you're a Ship to School, that's different because only a school assessment coordinator can do that.  

Speaking of the SAC, you need to train -- attend the trainings that were given by the district assessment 

coordinator, and sometimes, some SACs attend these kinds of things, but sometimes they don't.  So, just 

to put a blanket statement down there, they need to be assessed by -- I mean, and they need to be 

trained by their DAC.  That's the general heading for that.  Now, a question will come up, like, say the 

DAC can't attend a training, can they have their SAC attend for them and then report back?  You can 

work that out amongst yourself, how you want to that, but you've got to have somebody representative 

that you trust to get that information back.  Also, a school assessment coordinator, you need to update 

your eDIRECT accounts for your test administrators if testing online.  And you want to review all the 

directions for administration and the handbook for assessment coordinators and online user guide as well 

if testing online.  And you want to train your test administrators and proctors.  And remember last year, 

the question was, "Well, if we go and have them train online, do we still need to train them in-house?"  

And the answer is yes.  So, we're not -- we're not eliminating trainings.  From your perspective, we're just 

adding to it, making sure that it's a very consistent training across the commonwealth.  So, we have in-

house training and online training for your TAs.  And remember that TA's must and proctors must be 

district employees.  They cannot be volunteers.  They cannot be parents.  They cannot be retired 

personnel who even work for your district.  They could have been in the class for 40 years and they say, 

"Well, I know what's going on."  That's not the point.  You have to have some kind of a -- of a connection 

between the district and your administrators.  SACs also create testing schedules as I'm sure you're well 

aware of.  And some other things, be prepared for parental reviews for the test.  You need to have a 

written policy.  And when I say you need to -- let me rephrase that.  It would be best practiced to have a 

written policy because you don't want a parent calling up and then feeling like you're singling that parent 

out in having them do something other than what some other parent might have to do.  Therefore, by 

having a written policy in place saying, "Okay.  Two weeks prior to testing, the testing window starting, the 

parent needs to contact the school and set up a time that they can come in and sit with someone who's 



 

 

trained and sign a test security certification and they also have to sign a confidentiality agreement and go 

through the process."  You need to have something in writing.  Can anybody else -- are we having any 

issues out in the real world? 

AUDIENCE MEMBER: No. 

CRAIG WELLER: Do we know?  Would we -- would we know? 

AUDIENCE MEMBER: Yeah, we know.  Let me get that [inaudible] 

CRAIG WELLER: Okay.  Okay.  So, our microphone just died.  So I'll try to project, okay?  The next thing 

is the smaller group setting.  In smaller groups -- and I want to clarify what that is.  We have -- small 

groups range from six to twelve students and the reason why I started with six is because usually we 

think of the small, like, in the de-spiralling groups.  Like, when you break out and have one form that use 

up to five people, that'll be kind of in that smaller group.  But remember, you can have a small group 

really.  You can have three people in a smaller group.  So, it's generally 12 people and below in a smaller 

group.  A de-spiraled group is somebody who you got through and you pull out all test form one and you 

have up to five people in a smaller group and all of that is read aloud for that particular group, but have all 

of your people separate.  Like in other words, one smaller group of despiralling has to be like in one room 

by themselves.  You don't want to have a bunch of -- like almost, like, how we're sitting here in the -- in -- 

at PaTTAN where -- we can't have a bunch of groups at different tables going through because it's just 

not functional.  Therefore, you should have separate rooms for all of your despiraled groups.  I did walk in 

to one two years ago and had three separate groups with three different number forms and they were 

despiraled and they were -- they were doing everything out loud and it just wasn't functional.  So, that 

showed up on the superintendent's letter of what to correct.  And speaking of that, if I don't have a 

chance, maybe I'll forget it, as the managing director for the program that we got out and monitor every 

year, I'm also in charge of writing the superintendent letters that you have received at your districts.  And 

a lot of those bullet points on there -- if you have anything that must be corrected for the next year, you 

need to have a written plan that's put in your file and this year, kind of "intentionally", we're going to go out 

to some of the schools that we went to last year and that's one of the things we're going to be looking for, 

if they have that letter prepared and if they have addressed the shortcomings of their monitoring visit from 

the previous year to check the efficacy of our program.  And remember, when we go out to monitor, we're 

looking for a number of things.  We have some that are data forensic schools that we must go to.  We 

have random schools.  We're trying to hit the state geographically in all 29 IUs and we're also doing some 

global checks.  Hey, it works.  Thank you.  Let me take a second here.  That's probably so loud, it'll hurt 

everybody's ears.  Is that better?  You can hear better now?  Okay.  Thank you.  So, make sure in small 

groups that you have a plan in place to take care of that and also for your extended times.  Your extended 

time settings need to be at place which would be conducive to assessing.  And sometimes I see when 

they take them down to the -- excuse me, the cafeteria and they have kids sitting around in kind of a 

haphazard way, I think maybe a normal classroom environment if any are available would be -- would be 

preferred.  And assigning test administrators for breaks and movement to other settings.  Those are all 



 

 

things that are SAC responsibilities.  Now, you do receive the forms from the DAC if you're Ship to 

District.  But if you're a Ship to School, if you have 10 schools or more, those tests will be shipped directly 

to your school automatically at no cost to you.  If you are below 10, you will be able to have that shipped 

to your school if you pay the fee.  The fee, I believe, is $500 if you want to have Ship to School.  If you 

only have maybe four buildings or something and you want to do it that way, it might be easier for you to 

do that.  I don't know.  It's up to you.  You also have to inventory your test for your school and order 

additional materials if needed.  We've been pretty good on that.  I mean, DRC always sends out, you 

know, the over dues that they talk about and send out more than what you need.  And so a lot of times 

you don't really need to, at the last minute, order things.  But if you need them, they're really good at that 

and they will ship them out to you.  And that's one of the nice things about having online testing.  You 

don't have to worry about that.  So if you're online, that's good.  In eDIRECT, you need to set up, f you're 

testing online, testing sessions.  So that can be done -- I think that's a pretty straightforward process.  And 

putting labels on the test booklets; do not open the test booklets while doing this.  You want to make sure 

you put your precoded labels on.  And remember, that PIMS will be available for your uploads in late 

November and then there's a correction period in December.  And you want to make sure -- that's 

probably one of the most important things you'll do all year is to get those -- the PIMS information correct 

so you don't have to do a lot bubbling.  And there are some places that still might have -- like even last 

year, I think we were calling them saying, "We have a relatively small amount of students, like a hundred 

or so and we missed the PIMS window.  Does that mean we have to bubble all of our tests?"  And yes, 

because we don't have any ability to make new precodes, to start that whole process up.  You can't do it.  

Please check and make sure your PIMS is correct.  And then on the days of the testing, you as a SAC, 

are responsible to distribute to your TAs on the day and time scheduled.  And part of that is when you 

give them to your TAs, make sure whether you do it by a cart method or whether you have them come to 

you, that you count those materials out in front of you as the SAC and also if you're the TA, make sure 

that they're counted out to get 24 tests and answer booklets.  When you turn them back in, you need 24 

unless somebody left for an extended time or maybe they -- you know, if they even had -- if they got sick, 

the book is still going to be there, right?  So, it's pretty much just the extended time issue.  And make sure 

no prohibited materials are on the classroom or hallway walls.  Even the hallways are important, because 

if a kid goes to the bathroom, they need to not look up and see something, like math formulas or projects 

that involve things like science, or math, or reading.   And make sure the tests are in a locked area with 

controlled and limited access.  And what we found out last year, and the year before, and the year before 

that is sometimes we go out to monitor and there are administrators that have keys to the entire district.  

So you might have 20 people that really have access to a secured storage location.  And so what we 

want to do is go back and make sure you pair that down to maybe two or three at most.  You don't want to 

have a lot of people having access.  And even as bad as it sounds, like even [inaudible] they don't need 

to be in there.  I mean, it might be during the testing window, their keys are taken and maybe given back 

after.  I don't know what you want to do, but it really should just be the primary administrators of the 



 

 

district, two or three.  And then at the end, return all tests to the DAC or to DRC if you're shipped to 

school.  Remember, the school assessment coordinator, we ask a lot of questions of that individual when 

we go out to monitor because they are the ones primarily responsible for the security and proper 

administration of the Keystone Exams.  When we go out on monitoring, we start off usually with the 

District Assessment Coordinator.  We also ask questions of the building principal and sometimes part of 

the SACs and we ask the SAC questions and we also talk to two test administrators while we're out there.  

And a lot of times what we do is we get not so much conflicting information.  Sometimes there's 

misunderstanding even in the school.  The test administrators might think one thing and yet the test -- the 

SAC might have been saying something else.  So just a way to cross check and make sure everything is 

proper.  Now what bout key areas?  We have roles and responsibilities for the test administrators.  They 

need to attend the SAC-led Test Administrators Training as I mentioned.  They need to review all 

directions for administration and online user's guide if they're doing online testing in your building.  Be 

familiar with the ethical standards of test administration.  That's one of those things in those bullet points 

last year that I was sending out to the superintendent was that their TA staff were not being trained in the 

ethical standards of test administration.  And so please make sure you do that and that's one of those 

things that's on the eDIRECT system as a--as a form.  It's in the handbook for assessment coordinators 

on eDIRECT.  And also, you want to make sure that you sign the Test Security Certification Statements 

for all TAs after testing, and make sure the students understand the code of conduct.  That's another 

responsibility for the -- for the TAs.  And make sure students are familiar with the testing procedures.  Oh, 

and by the way, the -- there was this one thing that I was sending out to the letter last year was talking 

about that teachers need to go over test security issues with their students.  So even in addition to the 

code of conduct for test-takers, maybe just go over and say, "These are some of the things you should do 

and some of the things you shouldn't do as far, like, don't look over and look on somebody else's paper, 

and don't have a calculator, and don't have a cell phone and all this."  And also as far as the cell phone 

and electronic policy is concerned, collect them as soon as they come into the room even if you have a 

district-wide policy that says no cell phones or electronic devices, still have that TA out there saying, 

"Make sure you put all of your stuff in a bin."  And maybe the bin is empty during testing, but if a student 

has a cell phone in their pocket, you ask them.  So at least you've covered yourself as a -- as a TA.  TAs 

also answer any questions students may have about the directions.  They can -- they can reread the 

directions.  That's not a problem.  They actively monitor each of the testing sessions.  And I do want to 

point out; I think we're to the point now statewide where we know the difference between a test 

administrator and a proctor.  A test administrator and a proctor can be totally the same kind of person.  

They're both certified, they're both trained, and all that but the roles are different.  The TA would be kind 

of like, "I'm up here explaining the directions to the class."  Whereas the proctor would be in the back as a 

second set of eyes going around and assisting the TA.  And that role can't change in anyone's session.  

But between sessions, you really could do if you wanted to.  Maybe module B, you reverse that as long 

as you indicate that on your TA/PAsecureID list.  You want to maintain a calm quiet environment during 



 

 

testing and you want to collect the materials as soon as the student indicate he or she is finished.  And 

we did have a question in the first session saying, "Well, if the kids are turning in their test booklets and 

maybe creating more of a noise issue."  That's true.  It may -- they may -- but as long as they have 

reading material to keep them occupied, that should be good enough just like always.  So we're not 

asking the kids to do anything different.  We're just getting those tests away from them as quickly as 

possible.  And collect and return the test books to the SAC when testing is complete.  And the last one 

here is report any suspected test violations to the SAC and PDE.  That's also your responsibility as a TA.  

Now why would we have a TA do that?  Because maybe they see something that the school assessment 

coordinators are doing incorrectly, or the building principal, or even the District Assessment Coordinator.  

They have to have the ability that they can go right to PDE and we will have an email addresses and 

phone numbers for the people later on who to contact.  What about the chain of custody?  Our secretary -

- now Secretary Carolyn Dumaresq came up with this term, and we've heard it in our lives before, that 

chain of custody is a really important thing to remember for PSSAs and Keystone Exams, and that's, 

wherever those test materials are, they have to be properly secured and accounted for at all times.  And 

the DACs must inventory this and we said as soon as they come in the district and the SACs must re-

inventory the test as soon as they arrive in the school.  So I don't think they just come into the district, 

their inventory, they go over the SAC and now they just sit there, something might have happened in 

between the DAC to the SAC's office.  And this was from last year too.  This is a strong recommendation.  

We can't mandate it because different scenarios indicate different procedures, but I strongly recommend 

that they'd be counted out, all testing materials.  When we get to the Spring and we have grade three -- 

remember, we have grade three PSSAs would be in one test book.  We have a consumable.  We don't 

have separate answer sheets for grade three.  But for grades four through eight for PSSA, they'll have 

two and for Keystones, they'll have two booklets.  So those have to be accounted for.  So if you have a 

class with 24 people, you're going to have, what, 48 total materials to account for when you're handing 

them out and bringing them back in.  And you need to have a final sheet as well.  I think that's only fair if 

you were asking these people to take this material for a length of time that they sign that out and they 

sign it back in.  You'll also want to have a sign-out sheet and sign-in sheet for the extended time location 

too so you can count through that as well.  So I think we've done a really thorough job accounting for all of 

these test materials at any location throughout the entire process.  It's kind of those gray areas that often 

times where a lot of issues may come up.  Not during active testing, but maybe it's during where they're 

stored and what time they get to the district and -- there's a lot of logistic things that we have to be 

concerned with.  Also the change subsidy -- oh, maybe that was in a site outside.  I don't know.  We 

already said tests must be stored in a locked security area and the only people who have access should 

have them and samples of the test booklets are not be given out to anybody prior to testing.  Common 

violations.  I don't really need to go down through all of these, but maybe the under and over-proctoring.  

When you go out there, what are you allowed to do and what are you not allowed to do as a TA or a 

proctor?  If you walk by and you see a student, you're not only supposed to be looking at the test 



 

 

questions.  You kind of get a sense for where they are though because you can look at the headings on 

there and see what module they're in or what section.  And so pay particular attention because you don't 

want a student that's off task or out of section.  And you're allowed to tell them now, as of last year, that 

they're out of their area and they need to go back, but they're not -- you're not allowed to touch the testing 

materials.  So that would be an example like of monitoring appropriately doing that.  Now, if you're over-

proctoring, you're kind of getting right down there with them and you're saying, "Oh, you need to this.  You 

need to -- "you're touching the book.  That's over-proctoring.  Under-proctoring is sitting there on your 

laptop as a TA.  We don't want anybody this year with a -- with a laptop sitting there.  If you're a building 

principal or an SAC or a DAC and you're walking into a room and one of your TAs is sitting by a laptop, 

doing work, that's not acceptable any longer.  No cell phones either.  We've had issues with cell phones 

and stuff.  And they're just as guilty sometimes.  I'm not saying test security-wise, but their guilty of doing 

things which just don't make common sense.  This little time where the students are in there doing their 

assessment, that's a very premium time and they need to be doing premium work.  You certainly don't 

want to have anybody change answers.  I mean, wow, what's the quickest way to lose your license to 

teach, right?  You don't want to do that.  And you don't want to discuss the test or test questions with your 

students when the tests are done because what happens is, maybe your district has a different schedule 

than a neighboring district and with test questions that's kind of stump on one kid and he goes over to the 

teacher and gets the proper answer and then that kid talks to somebody else in the neighboring district.  It 

just creates a web of potential test security issues.  So don't have anybody talk about the test.  I mean, 

kids will do that when they leave, right, but not between your TAs and the kids.  And then reading aloud 

math questions or answer choices which in doing so would cue the answer.  Sometimes I guess it's the 

inflection in our voice or something that we can do that unknowingly because as educators, we do that.  

So you just have to be really careful.  And then another thing is not eluding or covering up instructional 

materials in the hallways or the testing rooms.  Like when I went in there and I saw a lot of formula sheets 

and stuff that were up there that were not the ones that were allowed to be in an assessment.  They were 

there and posters and things like that.  Just cover them up.  Now clocks, you're allowed to have clocks.  

That question always comes up.  You can just leave the clock.  If you want to be extra sure, just cover it 

up.  But I mean, you're allowed to have a clock.  The globe thing sometimes come up, you know, maps 

and globes.  I would think that maybe maps need to be covered up.  And if you have a globe and it fits 

into a cabinet, just put it into the cabinet.  I mean, you're not going to get nailed too badly if you have one 

sitting up, but you might be told about it.  At least for me, from a science perspective, I think if a student is 

sitting next to a globe, they might get an answer just by looking over and seeing whatever on the globe.  

Also the cell phone thing we covered and then anything that has a picture-taking device which anymore is 

almost everything.  So we really want to reiterate that we have to collect everything from the students that 

are electronic.  Not even put them in their bag and all of that.  Copying and recording any part of the 

secure test material.  So if you have something like the formula sheet, don't have a TA go with the -- with 

the test and make a photocopy of it because that's a serious test security violation.  You want to get that 



 

 

from -- handled through assessment coordinators on eDIRECT or the directions for administration on 

eDIRECT.  And you don't want have anybody look at the secure testing materials and you don't want to 

return test materials to the students to complete the -- or change their answers.  Here are some the 

economic questions and we discussed this last year.  I don't think this is different, but for educators -- and 

this is anyone, not just TAs, but you can get a verbal reprimand for anything that happens.  You can get a 

written reprimand and who wants to have that in their file?  Certainly not me.  And then you have 

suspension with or without pay.  That starts to really hurt there.  Termination, revocation of certification, 

and criminal chargers.  And Atlanta -- you know that whole story about Atlanta, that's kind of where that's 

coming from.  And if it gets to that level, which I don't think -- I mean, I would hope that in Pennsylvania 

maybe we don't ever get to that level, but you don't know.  And then the revocation though, we have the 

Standards and Practices Commission of PDE and every month they have posted on their website actions 

that were taken against people in education and sometimes they revoke their licenses or they suspend 

them or they voluntarily submit it until a time which they can get it back and it's just -- it's just a mess.  So 

as long as we are professional in doing what we need to do, that doesn't have to happen.  What about for 

the students, if they -- if something happens?  So let's say, a student was found to be cheating or 

something, taking a picture or whatever, I do not score label.  It needs to be posted on that test, because 

that invalidates that test.  That test will not be scored and the student must retake the exams during the 

same administrate testing window.  So if they're in wave one of Keystone, they need to retest then again 

in that -- in order to receive a score. Otherwise, they won't.  Now what if the student is expelled for some 

reason?  I mean, that's something we would have to deal with at a higher level then, right?  But this is the 

general guideline for that.  And other consequences are led up to the LEA.  If a student -- if a student 

takes a picture and post it to the internet, the LEA, they really do have the authority to do what they want.  

So they can expel that student, or they can suspend that student, or they can give the student a slap on 

the wrist.  You know, it's really up to you at the LEA level.  Student should be made aware of all 

consequences prior to testing and all test security violations must be reported to PDE.  Going back to that 

consequences though, remember, one of the things that we said -- that's about, I think last year.  It was 

last year.  That if a student is doing something really to destroy that item on a test.  They take a picture of 

it and they send it out.  Their parents could also be responsible for the cost of that item.  And in tested 

element, items are very expensive.  All of the different steps you have to go through over that two to 

three-year process until you get an operational item could be in a ballpark of three to eight thousand 

dollars for one item.  And just -- could you imagine getting a bill because your kid took a picture of it?  

That would really take you off if you're a parent, right?  Data available to PDE to check for in propriety 

would be student erasures.  That's the whole data forensics and we have two individuals who are in our 

bureau.  They're contracted, but that's what they do.  They sit there all day.  I don't know what they're 

doing looking at -- all day.  It would get to me looking at that, but what they find and reported out to the 

Secretary of Education every Friday is they have information about potential red flags of districts.  Those 

districts do show up then on a list in order to -- for investigation purposes.  Also online, you can see how 



 

 

long a student takes to answer an item and whether the answers are changed, how often they were 

changed, and other statistical analysis can be done online.  In an ideal world, if we had every student 

tested online, there's a lot more that we can do at a reduced cost in the area of data forensics.  It's not 

just erasures.  People think data forensics is just that, but there are so many other things you can do, but 

each one is very involved and costly on the paper-and-pencil format.  So some cautions.  Do actively 

proctor, but don't over-proctor.  Do encourage your class to check their answers, but do not encourage 

specific students to check their answers.  Now, you can make it kind of that group-wide thing that we said 

last year that was good, like just say, "Make sure you check your answers before closing your test 

booklet."  And that would be in the instructions anyway.  Do report all prohibited act -- prohibited actions.  

Do not review test answers and do not provide students with answers.  Do not assist direct or counsel 

students during administration in any way that would influence the results of the tests.  Don't alter, 

influence, or interfere with the test response in any way, fill in any unanswered item, or instruct that 

student to do so.  Do not discuss feedback and do not direct students to use answer sheets as scratch 

paper.  You know, that's -- we have the ability to have scratch paper that's collected when everything's 

done.  And please remember to collect the scratch paper.  Sometimes when we monitor, paper might be 

piled up after everything is collected and it's just sitting on a table and they go, "Well, no one used it."  But 

when you leaf through it, there is -- there is -- some of those pages had been used and that's all test 

secured items.  So make sure you collect all of that.  If you suspect any violation, here's that sheet that I 

was talking about.  All the people at PDE, they can help you with that.  The first one is Jay Gift and his 

telephone number is there.  But advised, his email address starts with the letter R because that's the first 

initial in his -- in his name.  He goes by Jay, but it's R. Gift.  I don't want you to send it to Jay Gift, because 

it's not going to get to him.  So send it R. Gift.  Kerry Helm, like we pointed out before, is in charge of the 

PSTAT Program.  He's also the writing -- or I should say, the Reading Assessment Coordinator and other 

things.  And Charlie Wayne, he's the Math Assessment Coordinator and he's also involved with data 

forensics as well.  That takes care of the first part here.  And remember, if you have any questions that 

come in, we will answer those at the end of the presentation, after a five-minute break, after Sarah's done 

with her part right here. 

SARAH MASTERSON: I can't control that.  Good afternoon.  Can you guys hear me okay out there?  

Great.  Okay.  My name is Sarah Masterson.  As Craig mentioned, I worked at DRC along with Kevin 

Trenholm.  If you've ever called DRC, I'm sure we've spoken.  There are about, at any day, three to eight 

of us to answer the phone calls and we also do correspondence via email.  So I'm sure I've spoken with 

many of you.  I'm just going to go over a few items for some general information regarding testing 

procedures and then some items that are specific to paper-pencil testing and online testing.  If you have 

questions, just bring down that piece of paper and we will answer them at the end.  So just some 

information on who is responsible for the testing.  The school that's providing the education for the 

student should be the entity that's ordering those materials and then administrating the test.  For IU-run 

classrooms that are housed within a regular school district building, that district school should be the 



 

 

entity that's ordering those materials for those students.  There are two waves for the Winter Keystone.  

Both are considered part of the same administration.  So wave one is December 2nd through the 13th 

and we want to be sure that we're getting those secure materials from that test back to us sent out by the 

17th of December.  The reason why we have that deadline is because there are a lot of you that are 

going to be testing in wave one and wave two.  Maybe you're doing algebra in wave one and biology and 

literature in wave two.  We're actually going to be sending the secure materials for wave two to arrive on 

the 18th, 19th, and 20th.  And I can't imagine why -- I can't imagine, I'm a former teacher, how crazy it 

would be to have all those materials kind of go in two different directions in your school.  So if you can 

make sure to have those materials out by the 17th, then you'll be all set for any wave two materials to 

arrive.  The wave two testing dates then are January 8th through the 22nd and the deadline then to have 

the materials returned back to DRC is by January 24th.  This is a very hard deadline because of the tight 

nature of our turnaround.  We are going to have Winter Keystone test results back to you by the 3rd of 

March.  So there's a lot of things that need to happen between the end of the testing window and the day 

that we're reporting.  All of these need to be scanned in, I believe it's the 31st of January so we can score 

and report on them.  And any test booklets that don't make it through the scanner before then will not be 

included in reporting.  You will eventually get an ISR for them if they're returned after that date, but they 

won't be included in reporting.  So it's really important to get those materials back to us as soon as 

possible.  You're finding that you have a lot of students finishing at the beginning of the window and 

you're just waiting on some make-ups, you can certainly send some ahead.  That's always an option.  

Here are some of the key dates for the Winter Keystone.  A lot of these have already happened.  There's 

a couple of dates that I want to draw your attention to at the bottom of the screen.  The first dates are the 

Winter Keystone Correction Window.  That's going to take place between February 2nd and -- excuse 

me, February 12th and the 18th.  This is the window that allows you to do two things.  It allows you to 

correct any student data that was incorrect during testing and it also allows you to match the student's 

test records and information with historical test administration.  And then March 3rd is the day that we are 

going deliver the data file for the Winter Keystone on eDIRECT and those, as usual, will be available to 

your recording context for your district.  So just a few more pieces of -- some general information before 

we get specific about paper-pencil and online administration.  If you have a student that begins a test but 

then becomes un-enrolled from your school district, there's a couple of different things you may want to 

do with that depending on when they left.  If they've completed at least one module for you, you still want 

to make sure that you return that answer document to us because that student will get credit for the 

module they completed.  That would allow them to take the second module in their new district and then 

they would receive an overall score for the administration.  So if they fully completed a module, please 

send that in.  But if the booklet is incomplete and you already have that precode label on it, you would just 

want to make sure you put a "do not score" label and send it in.  If you have an online tester that has 

started but not completed the test and then un-enrolled from your district, you're going to want to contact -

- just contact us directly.  There's a few other things that we need to do behind the scene.  So you can 



 

 

email us at our very short customer service email.  It's PAcustomerservice@datarecognitioncorp.com.  In 

case you were wondering, DRC is taken.  We've asked.  So unfortunately, we have to type the whole 

thing up.  Okay.  So to handle some specifics about our paper-and-pencil administration, we have some 

tools that help us keep track of materials.  One of these tools are some materials receipt notice.  Just like 

last year, this material receipt notice is going to be housed on eDIRECT.  Those permissions to access 

the material receipt notice have been provided automatically to all people that DRC has listed as District 

Assessment Coordinators.  If you want to do this on a district level, then keep that permission to yourself, 

certainly an option for you.  There are some districts that like to house this out to some of their school 

users or school assessment coordinators.  You can certainly have -- give those permissions to your 

school users as well if you would like them to help you with this process.  Now Kevin has put together a 

few videos that we're going to watch today to kind of show us how to work through some of these 

processes on eDIRECT.  So we're going to start with the materials receipt notice now. 

[VIDEO STARTS] 

MAN: After successfully logging into eDIRECT, go to the left side bar and click on materials.  Next, click 

on receipt notice.  From the administration dropdown, choose the correct administration.  Your district will 

be pre-populated.  Because all secure materials are cited to a school, you'll need to indicate receipt at a 

school level.  Choose the correct school under the school dropdown.  Next, click the show button and the 

box under we received the materials -- the secure materials, enter the date you received your materials.  

Then click the complete button.  A blue banner will appear indicating that the receipt notice data for this 

school has been completed.  Please continue this process for all schools that have received materials. 

[VIDEO ENDS] 

SARAH MASTERSON: Keep in mind that this and any other video that we produce is always available on 

eDIRECT.  So if you are in the middle of tying to do something online, whether that's filling out this 

materials receipt notice or an accountability form, we do have videos posted on the eDIRECT website 

that will help guide you as well.  So we have accommodated materials for the Keystone, as always.  

These accommodated materials are available in Braille and large print.  And I'm sure everyone in this 

room completed your Winter Keystone enrollment about a month ago on eDIRECT and you were able to 

indicate in those boxes how many of each kind of material you would need.  Keep in mind that for the 

additional materials process, which I'm going to discuss next, Braille is no longer an option to select 

online.  It does not mean that you can't order it, but what it does mean is we need to go directly to our 

Braille vendor for that.  So we would just need an email to our customer service email inbox indicating 

what subjects you would need Braille for and indicating whether you would need contracted or 

uncontracted Braille.  But for large print, you could still then order those through the additional materials 

process on eDIRECT.  Something I want to stress is that if you have a student that's taking a Braille or a 

large print version of the test, it is absolutely imperative that their answer document that they're 

responding to or that someone's transcribing for them, that gets transcribed into a scannable answer 

document.  We get calls very often about students missing scores and what actually happened was there 



 

 

was a student that was using a large print booklet, but their responses were never transcribed into the 

scannable answer document.  So you just want to make sure that's the step that you're completing for any 

of these students that are using these accommodated materials.  We also have Spanish translation 

version of the math and the science assessments as well.  So I mentioned the additional materials 

window.  We now are able to order additional materials on eDIRECT.  It's the same as it was last year.  

Several of you probably remember when it used to be a fax system.  I think this is much more reliable and 

efficient in a lot of ways.  You were able to tell what the status of your order is as soon as you make that 

order on our additional material site.  Also if you're a district that's allowing people at your school level to 

make this additional material request you can actually see all of the additional material requests for a 

given school and so in that way you can assure yourself that you weren't double ordering.  These 

additional materials should always be requested after you received your initial set of materials, the 

materials that you enrolled for.  That's because we always send an overage on the enrollment numbers 

so you're going to get a 10 percent overage.  It could be, if you just need a few additional booklet, you're 

already going to have that in your additional shipment.  Our additional materials are going to open on 

November 18th.  And again that's with permission which may be given to the district assessment 

coordinators and then you as district assessment coordinator have the ability to cascade that permission 

down to your school users as well if you so choose.  Generally speaking, if you place an order one day 

you will get your order three days later.  So, just something to keep in mind as you're placing additional 

materials.  Here we are at our next video.  This is going to go through the process of placing that order. 

[VIDEO STARTS] 

MAN: Before logging in the eDIRECT, please inventory your materials.  If additional materials are needed 

then order materials to the eDIRECT Additional Materials website.  After successfully logging into 

eDIRECT, go to the left side bar and click on materials.  Next, click on additional materials.  From the 

administration drop-down choose the correct administration.  Your district will be pre-populated.  Because 

all security materials are assigned to a school, you will need to order additional materials at a school 

level.  Choose the correct school under the school drop-down.  Next, click add order.  In the boxes under 

the credit quantity indicate the amount of additional materials needed by material type.  Next, click the 

submit button.  Your order has now been submitted to DRC for processing.  At the top is the clip number 

for your reference.  If you need to add or edit the order, please click on the view edit button.  From this 

screen if you need to change quantities you can do so in the boxes.  If it is to add additional items to your 

order, please click add items.  From here you can choose the additional materials that you need.  Enter 

the order.  Again, click submit.  As long as the order is still wasn't submitted you can continue to review, 

edit, and update as needed.  At any time during the process you can review your orders.  You can 

[inaudible] anything back orders or do orders [inaudible] completed. 

[VIDEO ENDS] 



 

 

SARAH MASTERSON: There's just one more thing I would like to add about the additional material 

ordering.  There was some confusion last year and I absolutely understand where it comes from.  Folks 

were going onto the site and trying to figure out how much they needed via pack size.  So they would say 

three and what they meant was three packs of seventeen.  So they would get seven because their 

package is between seven or seventeen and that's clearly very short from what they were looking for.  So 

we ask you just to order the number that you need so if you need 15 Algebra 1 booklets, just order 15.  

We'll worry about the pack size, we'll worry about that.  Aside of it, we just want to make sure we're giving 

you all of the materials you need and not way too many or way too few.  So just -- whether it's booklets or 

barcode labels, just order the actual quantity you need and then we'll figure out what the -- what the size 

looks like.  Now, many of you remembered this from last year.  We use different forms for the Keystone.  

It's imperative when you're passing out booklets, but if students are using a test booklet and an answer 

document they have the exact same form number.  It's really good for test administrators to double check 

on that too when they're passing out the booklets again, if they've had to collect them.  It's really important 

that they match.  If they don't match, the student answers are not going to be correct in the type of booklet 

and we had a couple of strange test scores that were questioned by school assessment coordinators and 

it turned out to be just this issue.  The students used a different type of booklet in that form number than 

to use an answer booklet form number.  So, just some things to double check both when you're handing 

them out to your test administrators and for the test administrators themselves to check in their own.  

Now, many of you know all about the barcode labels.  Luckily for you, the test on that window passed two 

weeks ago so hopefully all of you who got the test sessions set up, you're all getting pre-code labels.  You 

are in good shape on that.  Barcode labels in general are -- it's imperative that answer documents to 

come back with the barcode label on it.  Now, that barcode label maybe a pre-code label, it maybe a 

generic school district label, it may be a do not score label, but if the answer document has been used at 

all, there should be one of those three labels on it.  The only booklet that you come back to us blank are 

test or answer documents that have not been used whatsoever.  As we know there's the two bubbles on 

the front page of the Keystone answer document and I'm going to pull this up here.  This is the end of 

course information that so many of us were working on in the past week with corrections.  You need to 

indicate whether the student is taking this test because they're enrolled in that related Keystone course or 

for a different reason.  Now, this is a bubble that should be completed by the test administrator or another 

adult in the school.  A good suggestion I heard is that when you're applying these labels, this is a great 

time to do the bubble link.  It can all kind of happen as part of one process, but this should, in fact, be 

bubbled by an adult at the school.  This bubble -- excuse me, let me go back.  These are the bubbles that 

drive some of the feedback calculations and I know several districts have that information suppressed 

where they're waiting on the correction.  So as long as they bubbled it -- bubbled in correctly, there should 

be no issues with that calculation next year.  Also something to keep in mind that our corrections window 

this next year will also include a way to update -- to update that particular information.  So here are the 

pre-code labels.  If you are the student -- there's many of you that put all of your kids into test sessions 



 

 

just to make sure you got pre-code labels and the kids may or may not pass.  And that's a perfectly 

acceptable way to do it.  I would rather be safe than sorry but I can't bubble in 500 test booklets.  If you 

get a pre-code label for a student that's not going to be passing, you just need to throw that label away.  

You just need to destroy it.  Keystones are not like the PSSAs.  If you have a label for PSSA student and 

have to go on a booklet, and the booklet has to come back to us, and you have to indicate if the student 

didn't pass why they didn't pass because not everyone is required to take the Keystone that's the same 

[inaudible] for Keystone.  So you can just destroy this stuff.  When you're taking a look at this pre-code 

labels you want to make sure that four pieces of information are 100 percent correct.  Their first name, 

their last name, their PASecureID number, and their date of birth.  These four pieces of information 

needed to match what you have in your Student Information System.  If it doesn't don't cross them out on 

the pre-code label and write something over it.  The pre-code label always wins.  So even if you went 

through all the demographic information in the booklet and changed it, pre-code label always beats 

bubble.  So if you have a student with the pre-code label is wrong in those four criteria you would want to 

use a district school label instead and then handbubble their demographic information.  Here is the district 

school label.  It's exactly that.  It tells what district and what school the student comes from.  When you're 

using this label you do need to bubble in the student's demographic information.  These labels are 

automatically sent to you whether you order pre-code labels or not.  If you didn't, you'll get more of these 

to make up for the pre-code labels missing but you will also get some in your initial shipment.  If you need 

more, this is also something that you can order under the additional material site on eDIRECT.  Again, we 

match the PIMS on four criteria.  It's first name, last name, PASecureID number, and date of birth.  Those 

four things need to be bubbled exactly on the district school label.  Now, you should bubble in the rest of 

the demographic information too just in case the students isn't in PIMS.  We want to make sure that we 

capture that data.  But if you bubble these four pieces of information exactly correct, it will match up to 

their information in PIMS if it's there.  These are Do Not Score labels.  There's a few reasons why you 

would do the Do Not Score label.  You will put the Do Not Score label on a test booklet that a student 

wrote on but shouldn't be scored.  Let's say they only finished a couple of questions on module one.  Let's 

say they had a testing security violation and you called in to PDE and you talked to Jay Gift and he said, 

"Nope, we honestly do not score label on that booklet," or if a student got sick on that booklet.  Now, if a 

student got really sick on the booklet, we would just ask you to make note of that and just store the 

booklet on [inaudible] because we've had some interesting things arise in the warehouse that do not 

please our warehouse staff as you might imagine.  But those are just a few of the reasons why you would 

want to use a Do Not Score label.  Also if you have a kid that is planning on taking the Keystone and 

you're getting set to go and you have their pre-code label placed on their answer document and then may 

end up not taking it for whatever reason you would also want to put a Do Not Score label over that 

student's pre-code label.  This seems silly but these labels do need to go exactly in the space that's 

provided.  So let's say you have a student who's pre-code label's fixed and they end up not taking the 

test, you would just take the student's score label and put it right on top of the pre-code label.  Some 



 

 

people put this any other place but on top of the pre-code label, so sometimes we'll find them on the back 

of the book, in the middle of the book like closing the book.  Our scanners are very sophisticated, but 

they're trained on this one spot and so if the Do Not Score label is not over that initial label, it won't -- it 

will not pick it up and it will scan the booklet.  Obviously, there's a lot of materials that you all need to be 

keeping track off and it can seem like an overwhelming job at times.  We have a couple of tools that are 

going to help you keep track of this.  The Security Checklist has been around for -- well before my time.  

This is a list of the secure numbers.  It gives you an opportunity to write some of the information in.  This 

is a really helpful tool.  It's a really helpful tool for a lot of reasons.  But there's a question about a certain 

task, it gives you access to who the test administrators was for that student.  It's also a really good place 

to indicate why a document might be missing.  So if you had a student have a nosebleed on the 

document, if you had a student vomit on the document, you can indicate this on your Security Checklist 

and then you have documentation about why that document is not with the rest of the materials.  The 

other form we have is the Materials Accountability form.  This used to be -- I believe it used to be a form 

that was shipped to you and then you ship it back to us, but now we have it housed on eDIRECT as well.  

This is to give you a chance to inventory all the materials that are supposed to come back to us and it 

give you a chance to document any discrepancies between the materials we sent to you and the 

materials you're sending back to us.  So let's say you had a student who have a nosebleed on the 

document, you wrote that down in your Security Checklist and then when your SAP or your DAP is going 

into the system to fill this out, they can capture that information in the free form space saying, "We're not 

going to be returning this booklet number to you because the student messed it."  The nice thing about 

that for you is that means DRC will not be contacting you wondering where that booklet is because 

they've already provided with that information.  This form can be updated as many times as needed 

throughout the testing window.  So if you want to go in there and inventory your initial materials and put 

your numbers in and then update it if you receive additional materials you can certainly do that.  All the 

updates should be made by January 31st, 2014.  Kevin has our last video here that I'm going to show you 

and it's just going to go over the Materials Accountability form. 

[VIDEO STARTS] 

MAN: After successfully logging into eDIRECT, go to the left side bar and click add materials.  Next, click 

on accountability form.  From the administration drop-down choose the correct administration.  Your 

district will be pre-populated.  Because all security materials are assigned to a school, you will need to 

account for your materials at a school level.  Choose the correct school under the school drop-down.  

Next, click the show button.  The form will be pre-populated with the number of materials broken up by 

material type shipped to the school.  And the correct boxes indicate the amount of materials to be 

returned to DRC.  If there any reasons for materials not being returned to DRC, please record that in the 

box below. 

[VIDEO ENDS] 



 

 

KEVIN TRENHOLM: And I apologized I might [inaudible].  It's going to take a while for me to get it.  

Please [inaudible] 

[VIDEO STARTS] 

MAN: Next, click the complete button.  A green banner will appear indicating that the information has 

been saved and an additional blue banner will appear letting you know that it's been completed but you 

may continue to make changes throughout the end of the accountability window. 

[VIDEO ENDS] 

SARAH MASTERSON: Something else I just want to point out about this Material Accountability form.  

These numbers, the numbers that are pre-populated here are the numbers and materials that were sent 

to you by DRC, but these numbers only are reflective of the materials that were initially enrolled.  It's not 

going to update with the number of additional materials that we've sent you.  So if you received additional 

materials the number that you're sending back to us is actually going to be larger than the number we 

sent to you and that's perfectly fine.  That's the way it's designed but I wanted to let you know because we 

definitely got some questions about that last year.  So last year we made a change -- a slight change to 

the way that we're returning these materials.  We want to make sure that any answerable clip are 

obviously as secured as they can be, so we're asking that you placed them in to the plastic bags that we 

provide.  Nice animation here.  We don't want to miss this.  And you want to do your best to squeeze out 

all of the air and get it as compact as possible.  These helps protect the document in case there's water 

damage or the box gets destroyed, it makes sure that the student answers remain readable.  You're going 

to take these plastic bags full of answer documents and then put it into the box.  If you are noticing that 

you have a lot of extra room at the top of the box, you want to make sure that you put some paper or 

some other material in it to kind of provide some questioning.  What we don't want to have happen is, you 

know, UPS they throw the boxes around a lot for good reason, but as a big heavy box laying on the top of 

this one, we don't want it to pop open.  So if you could just fill that with the newspaper or some packing 

paper that would be superb.  You can return the answer document to us in the same boxes that we sent 

the information or the documents to you in.  Keep in mind, if you're running out of boxes these are 

something that you can order as an additional material on our website or you can use a similar size box 

that you have at your school if that's going to be more convenient for you.  We just wouldn't like it coming 

back in a giant box because obviously it wouldn't be as secure and it was just too heavy.  So the boxes 

that we sent to you then have the long flap that we fold on the outside initially that we put all of our 

shipping information on but then when you refold them for return you're going to make sure the short side 

stick out and they're labeled flap A and flap B.  You want to make sure you put a good three to four pieces 

of packing tapes on the top of the box to make sure it's nice and secure.  It's never a bad idea to check 

the bottom of the box too especially if you're using a box that wasn't initially a DRC box.  And then on flap 

A, you're going to replace the DRC return shipping labels and on flap B you're going to return the UPS 

return shipping label.  When you're returning test booklets in an open packages it's a similar process.  



 

 

The only difference is you don't need to put them into the plastic bags because we aren't worried about 

losing student responses here.  So you can put them directly into the box, again securing them with some 

extra newspaper, other kinds of paper if there's a lot of room between the top and the material.  We're 

going to fold it exactly the same with A and B flap being exposed and then you're going to make sure that 

you taped it up.  And now that DRC return shipping label is going to indicate its test booklets and 

[inaudible] packages that are being returned as opposed to answer documents.  When you are ready to 

send materials back to DRC, and again, you do not have to wait until the end of the testing window to do 

this.  You can start sending them back in the middle of the testing window just to get them out of your 

building.  If you have a regular UPS pickup schedule at your school, you can just give them to them at 

best time.  If not, you want to call UPS at least 24 hours prior to your requested pickup.  Something to 

keep in mind, I got some calls last year that -- and I'm sure UPS is a big company, they've got lots of 

employees coming in and leaving.  There are some times you call the UPS number and the person will 

say, "Well, we've got to charge you to come pick it up."  No, don't ever pay for shipping, don't ever let 

them charge you, let them know that this is an RS label from DRC and that when they come scan the 

package it automatically charges us.  So you should not ever be asked to be paying for shipping.  If the 

person on the phone is insistent tell them you'd like to speak to their manager or someone else because 

the person on the phone is just incorrect.  That happened some time last year.  When you send these 

back to us you want to keep a -- keep a list of your UPS RS tracking numbers.  This is helpful to us 

because at the end of the testing window, we're going to start taking a look at missing material.  We like 

to start calling on that as soon as possible especially on sites that are missing a large number because 

our worry is that they've forgotten or they've gotten lost in the shipping process somewhere and that they 

have formal answer documents.  We want to make sure all of these kids get scores and gets feedback 

from the test they completed.  So if you're starting to get calls from the DRC near the end or the end of 

testing window, please return them as soon as possible because it either means we're missing materials 

from you and we want to -- we want to track them down and we'll ask you for these numbers or that 

there's something -- there's an issue with the materials that you have already returned.  So please 

definitely get back to us quickly on those calls.  Do we have any people in here that are doing online 

testing?  Okay.  So a few.  We'll go over these by then.  I just have maybe another five minutes left.  So 

I'm just going to go over a few things about online testing.  Obviously, internet connectivity is required for 

testing.  Very often and for good reason, school and school districts, the internet service providers have 

very strong firewalls.  I was an eighth-grade teacher.  I totally understand the need for that.  But 

sometimes those firewalls can interfere with the online testing experience.  So online testing isn't 

something that you should set up on Monday and be testing students on Tuesday.  It's definitely 

something that you want to make sure your technology person is involved and you've got the software 

installed and you've checked all your firewall and proxy settings.  These student responses are regularly 

saved to DRC servers and the students doesn't continue until the DRC server receives that the response 

have been saved.  Now, when there's no internet connectivity issues and you have enough bandwidth, 



 

 

that goes so quickly but it's not noticeable to the student.  But if we start to have internet connectivity 

issues, the student can't proceed until DRC reserve -- receives response because we don't want to lose 

the response.  This is when a local caching server comes in very handy.  It's also something -- a product 

that you can download from DRC and when the internet connectivity is struggling, what will happen is the 

student responses will be stored to that server and then will be sent to DRC when connectivity is restored.  

So the students will not have any interruptions in their testing.  In order for a student to use -- to test 

online, they need to use the PA Online Assessment Software that has to be installed on any computer 

that's going to be used for the Keystone testing.  This should be done as soon as possible.  It's a stuff that 

really should not wait until the end.  Our LCS Software is located at the very same spot on our general 

information page.  The same spot where you download the -- the inside software.  If this is the first 

experience for you and certainly it's the first experience for students, we have some tools to help you and 

them get more comfortable of the idea of online testing.  One of them are the PA Online Assessment 

Tutorials.  There are videos that you can view prior to online testing to give you an idea of what the test is 

going to look like.  You can access this by double clicking the tutorial icons that's going to be on your 

desktop.  Some like to have the students look at their own computer and watch with.  Some sites just 

broadcast them to a larger room at the same time just to give the students and the test administrators a 

chance to look at how that's going to work.  We gather more hands-on tool at this Online Tools Training.  

You actually access this at the exact same front screen you access our Operational Test and instead of 

entering the test you enter the Online Tools Training.  It's kind of a practice test but we don't think about it 

as a practice test in terms of content.  We think about it as a practice test in terms of using the tools in the 

system.  So it gives a student a chance to click answers, to use the ruler, to use the highlighter.  So it's 

really a chance for the kids to get some online or on hand practice before they take an online test.  This 

take about 15 minutes to complete and we would definitely recommend that any test administrator who 

hasn't done online testing before have a chance to take a look at it too.  You may have student questions 

on how to use these tools and it would be nice for you to have some experience with that as well.  So this 

is what the online system, the inside software system looks when you open up the icon.  You can see that 

the Keystone test is all the way over to the right here.  On top is the Online Tools Training.  On the bottom 

is the Test Sign In.  When we get calls from the field saying, "My kid -- my student cannot log in to their 

test.  Their test ticket isn't working."  It's 99.9 one of these three things.  They're either trying to log in to 

the Online Tools Training and they are not logging in to the Test Sign In, that won't work or because there 

are -- the CDT test is also available at the entry point.  They're trying to log in to the wrong operational 

test.  The last thing that often happens is those of you who have tested online before know that the 

password is four capital letters and four numbers.  A lot of kids will just hit caps lock and the -- for the 

letters but don't forget that it's on for the numbers and of course they comes out like exclamation points 

and pound signs.  So those are the three big things that are happening when I get calls from people 

saying that their test ticket isn't working.  So it's just some things to consider.  If you have students that 

are uploaded into eDIRECT with information from PIMS that's incorrect, we can't modify it.  We can't 



 

 

change or update any PIMS-driven information on eDIRECT.  What you would do in this case then is you 

would add the student to the system using their correct information.  So let's say you had a Thomas that 

was uploaded as Tom, you would want to make sure you uploaded him as Thomas and then you use his 

correct data to test.  You would just take the incorrect student out of the test sessions, put the corrected 

information in.  Many of you have added students.  I'm sure if he's in a test session, this is something 

you've done.  This is a pretty intuitive process especially if you've done it before.  Not everyone here is 

going to be doing online testing.  So I will just say you go to Test Setup and under the student tab that's 

where you're going to add students.  If you have any questions about this visit our eDIRECT Test Setup 

guide.  It's really great, it goes over everything step by step and that is available on eDIRECT.  You will go 

to general information document, select the Winter Keystone from the tiers and it's under manual, I 

believe, manuals and trainings. 

KEVIN TRENHOLM: Correct.  Yes. 

SARAH MASTERSON: Sure, okay.  Managed students.  This is a section where you're going to update 

accommodation.  So if a student has an accommodation whether it's extended time, whatever the 

accommodation just like you would note that on the test answer document.  If you're doing a paper/pencil, 

this is where you do it online.  You can update these accommodations at any time.  The only caveat is if 

you have a student that is going to be using the Audio Accommodation or the Color Chooser.  Their 

profile, their student profile must be updated before you put that student into a test session.  The reason 

why is these two accommodations change the way the test behave and so they need to be added before 

the student is put into a test session.  If you have a student that's using an audio accommodation, they 

need to be using a computer that has the inside software with text to speech enabled software 

downloaded.  That software is also available on the same page as a regular inside software.  If you want 

to make sure and this would be a very recommended idea that the students audio is working before the 

student sits down to test.  During the Online Tools Training you can log in and just add the word audio at 

the back half of the user name and if it's in -- if they have the audio TTS version installed in that computer 

you'll be able to hear that test.  So that's a really good way to check it.  Testing code.  So any reason why 

the student wouldn't be assessed, we would also update it in their managed student test.  I'm guessing 

most people in this room have created paper test sessions, creating online test sessions.  That's exactly 

the same process.  The only difference is you're going to put the mode as online instead of paper/pencil.  

All students need to be entered into an online test session before they can test.  The nice thing about 

online testing is they can go on to that test session up until the moment before they test.  Put them in the 

test session for now and ticket, they're all set to go.  You know, with pre-code labels we need their 

information a couple of months in advance to generate them.  The last step then is to print these test 

tickets.  And you do that by going to the test session, selecting the edit print icon and then you can either 

print all or you can print selected ticket.  Notice that if you have a student that has an Audio 

Accommodation or the Color Chooser, both of the names of those accommodations will show up on the 

test ticket.  Again, the reason why they show up and not the others is because those two 



 

 

accommodations change the way the test functions.  We want to make sure we let proctors know this test 

is going to function a little bit differently so we'll be looking for that.  Test tickets are considered secured 

testing materials so the TAs need to treat them as such.  Make sure it'll only be passed out directly before 

the test and then they should be collected after the test as well.  If you have students that are testing and 

they need to have a short break, they need to get up and use the bathroom, you want to press pause, you 

have 20 minutes then to do whatever it is that you need to do and return to testing without logging back 

into the system.  Now, if you have a student and he's extended time and they need to move to a different 

room, what you would do is you would hit pause and then hit exit.  Escort the student to the different room 

and then we would have to log back again because they're changing computers.  That's fine to do.  But if 

you have a situation where a student needed to log off and then log back on in the same day like they 

were moving to extended time you would want to note that because if the student logs in to a module 

more than one time on a day, they end up on this report called the excessive log in report.  There are 

reasons for students to legitimately end up on this report, so just keep record of that.  So if there's ever a 

question you can say, "Oh, yup, this person had needed extended time so I needed to move them."  Or in 

the case of loss of internet connectivity, if you aren't using an LCS sometimes what will happen is internet 

service provider will blink out and it will kick all the kids out of the test at the same time.  The good news is 

they come on right back on and it will take them right to where they left off in the test, but again they 

would show up on that report because they've logged in twice.  So as long as you're just making a note, 

"We experienced a loss of connectivity," then there's no problem on the back end of things.  If you have 

any of these situations that occur with online testing, if you have a kiddo that goes home before 

completing the test, if you look -- someone that starts testing with the wrong test ticket, student begins 

testing and they needed the audio version but it wasn't setup for them or if they start testing in the wrong 

subject or the wrong module, you need to email us and let us know.  Very often they're saying that, "We 

need to do in our end to make it possible for that student to test."  There maybe special permission we 

need to get from the PDE depending on what the situation is, so definitely send us an email because we 

need it in writing.  If your school people are in situation where they have kids in the seats waiting on our 

action to take the test, please call us and we'll do that for you right away.  We just require a follow-up 

email just to get in writing.  Again, the test tickets are considered secure materials so the TA should 

collect them and at the end of the testing window they should be destroyed.  They should also collect any 

scratch paper.  That is the end of our presentation.  I can also just add that we're here to make sure that 

these test go as smoothly as possible for you.  That's our job at DRC.  We want to make sure the 

students get the scores that they earned and that we make this as smooth for you as possible.  So if you 

have any questions, please give us a call.  During the Keystone administration we have people coming in 

early, so we will have people in at 6:30 our time, so 7:30 your time to answer calls if you need test tickets 

to unlock and we'll be there through 5:00 PM your time.  So please… 

KEVIN TRENHOLM: Or later.  Or later. 



 

 

SARAH MASTERSON: Or later, yes, depending on the day, or later.  So if you have any questions at all, 

we'd rather you ask than you feel uncertain of what you're doing, so please give us a call.  It's what we're 

here for.  We are going to -- oh, I'm sorry, I have another slide.  So this is our information.  We have 

PDE's phone numbers here as well and then our customer service information.  We have our number 

here, we have our email address.  Both are good ways to contact us.  If you have a question that can wait 

a couple hours, sometimes it works best to send an email but if you need help right away, definitely give 

us a call.  I think we're going to collect the questions now if anyone have any questions.  And we're going 

to get some of the questions that were emailed to us and we'll start again in four minutes.  We'll be out of 

here by 3:00. 


