
>> All right, well, we’re ready to begin.  I want to welcome everybody today, thank you for taking time 

out of your busy schedule to be here.  My name is Kerry Helm from the Pennsylvania Department of 

Education.  And what we’re presenting today is primarily to District Assessment Coordinators and School 

Assessment Coordinators, is our Spring Keystone Assessment Training.  What you’ll see today primarily 

will be familiar to most of you.  If you’ve seen this before, it hasn’t changed very much.  The PowerPoint 

has been updated a little bit, based on feedback we’ve received, and on some things we feel might be 

valuable to you in using this.  It’s available on the eDirect site to use.  We’ve embedded some hyperlinks 

in there, so during -- if you use the PowerPoint during training, you can actually click on the link, and 

hopefully it will work and take you to a particular place on the site.  And I’ll try one of those today, just 

to make sure, to give you an idea of what it looks like. 

For questions, we will take questions at the end.  We will try to answer those here today.  If we cannot 

answer a question today, we will certainly get back to you within the next, hopefully, 48 hours.  Some of 

the questions that may come up, we may not be able to answer, or we might have to direct to a 

different bureau, or a different division.  We’re focusing again on assessment-related questions, so 

hopefully those questions will be about PowerPoint, or about things associated with administering the 

assessment and what you need to do as a District Coordinator or a School Coordinator, if you’re logged 

in. 

Let’s move forward with the PowerPoint.  Along those lines, as I just mentioned, accountability 

questions should be directed to the department’s Division of Performance Analysis and Reporting.  So if 

you have questions along those lines, I do encourage you to email ra-pas@pa.gov.  That hasn’t changed, 

that’s still the same.  My colleague, Diane Simaska, who is our specialist in accommodations was 

intending to be here today, unfortunately she had some car problems.  So she’s the contact, primarily, 

for our division if you have accommodations questions.  I’ll touch on that a little bit today, but again, 

that’s who you would contact, there.  And those emails are available on the site, you’ll see those. 

Our agenda, very quickly, we’ve done introductions.  We’re going to just move through the PowerPoint, 

the policy, the Keystone Exams stuff, planning, participation, administering the assessment, a lot of this 

will be familiar to you.  There’s a brief section on monitoring, and then we’ll pass the baton to DRC and 

Kevin.  And most of you are familiar with Kevin Trenholm, he’s here today with DRC. 

As a general overview, all policy decisions do come from PDE.  All Keystone Exam logistics are the 

responsibility of DRC, they include delivery of paper materials.  The eDirect system, which I referenced 

earlier, where this PowerPoint will be posted, and as I mentioned, the hyperlinks won’t work unless 

you’re playing the PowerPoint.  So if you plan to use those in your training, you’ll need to play that from 

that – get it from that site, and the Insight System. 

Federal accountability requirements – students are required to take the Keystone Exams at least one 

time prior to or during the spring administration of their grade 11 year.  All student results are banked.  

Students who attempted the winter Keystone Exams who did not score proficient or above are 

permitted to retake the Keystone Exams during the spring, 2015 window. 



It is a graduation requirement.  The class of 2017 is the first class that will be required to demonstrate 

proficiency on the Algebra I, Literature and Biology Keystone Exams to graduate.  The Keystone Exams 

themselves, I’ve linked this, and let me just see if it works here for you.  Bear with me.  A little slow.  But 

this link will take you to the new, well, not the new Website, but our updated Website, if you haven’t 

been there, to access information.  If you haven’t been to the site, it looks like this now, it’s a little 

different on the front end.  Just to pull this down, we have various links that will take you to other 

related sites or pages.  Go to K through 12, go to Assessment Accountability, and pull that down to 

Keystones.  Keystone Exams are right here.  For those of you who are unfamiliar with this site, or haven’t 

used the new site or haven’t looked at it, this is pretty much the same page that was there before, it’s 

just embedded in a new site. 

Everything that’s here, for those of you who are new to the DAC position, or a new SAC, and you’re 

looking to be trained here, if you have not been on this page, this is where you need to start.  You’ll find 

everything that you need here, including the handbook for Assessment Coordinators which is new, 

posted for spring, 2015.  The Pennsylvania Read Aloud Guidelines for Operational Assessments – a lot of 

times, what we do is we get questions from folks, and we’re able to reference them back to these 

documents.  So if you have not used or seen some of these documents, we encourage you to take a look 

at these.  Another important one, which most of our questions, the bulk of our questions a lot of times 

are about accommodations, are the guidelines.  And you’ll see that the guidelines are posted in addition 

to a PowerPoint, and the Webinar that was done.  The ELL Guidelines are posted as well here, and then 

other materials, such as the test definition, which is the actual test design, is posted here. 

So in the interest of time, I won’t click on any of these, but this page contains most of what you’ll need, 

or most of what I’ll reference today in the PowerPoint; the Calculator Policy, the Online Calculator 

Manual, everything down to item and scoring samples and all those materials that you would need to do 

your training with your district of people.  I’ll close that. 

So as I mentioned earlier, the Keystone Exams, if you go to the site, there’s an Information Guide, Test 

Definitions, Item and Scoring Samplers, the Scoring Guidelines, and you’ll also find those in the 

handbook.  I will reference the handbook a lot in the PowerPoint.  In the interest of time I won’t go into 

the handbook, but there are sections in the handbook that I encourage you again to familiarize yourself 

with, very common.  What I’ll bring up in this PowerPoint are where we get most of our questions.  And 

most of those questions, we will take you back there to that section in the handbook, if we can answer 

from the handbook. 

Additional Resources – the SAS site, as most of you are aware, does have a lot of information on the 

Keystone Exams as well.  And then as I referenced, the DRC eDirect site.  These links will, hopefully, in 

the PowerPoint, if you play this for your School Coordinators, will take you to those sites. 

Planning for the assessment, determine if you’re paper or online.  There’s a guidance document for 

online testing posted on the site.  Your administration materials include the handbook for Assessment 

Coordinators, your Directions for Administration, your DFA manuals.  Also, and I wanted to add this and 

forgot, the Read Aloud Guidelines.  I will [INAUDIBLE] with that one, so if you want to make a note of 



that – the Read Aloud Guidelines will give you a lot of examples and give you a lot of guidance as far as 

what is allowed, and how it is to be done as far as Read Aloud. 

Other resources on the site, you’re probably familiar with Getting Ready, which we did back in October.  

It’s still posted there.  The Test Definitions are designs, the Item and Scoring Samplers, the Anchors and 

Eligible Content.  Planning for the assessment, the Accommodations and Guidelines, as I referenced, 

Guidelines for ELLs, Calculator Policies, the General Scoring Guidelines and the Calendars.  So you will 

find all this material on the site.  You can go directly to the site, download this material or access it, and 

you will hopefully find most of the answers to the questions that you have.  You’ll also be able to use 

this material, of course, to train your School Coordinators. 

In the handbook, I encourage you to familiarize yourself with the following information.  In Part 7, you 

will find information on Scheduling the Exams, Parent and Guardian Notifications, Preparing Students, 

Preparing the Classroom, Extended Sessions, Make-Ups, information on the Opt-Out, that letter that 

used to be done, the confidentiality agreement and Appendix F, Parent Information and Student Prep 

and Calculators.  So I encourage you to look at this information.  As far as Scheduling the Exams, that has 

not changed.  For those of you who are familiar with that, the module is scheduled according to what’s 

in the handbook.  The handbook goes into great detail about all of these things, and getting ready for 

the assessment.  So I encourage you again to familiarize yourself with that portion of the handbook.  

None of that information has changed, and it is available for you to get ready for the exam. 

As far as Participation in the Assessment, the second big thing we get questions on, that’s in Part 2 of 

the handbook.  Accommodations – a lot of the accommodations that are covered; what’s not in the 

handbook, you will find in the Accommodations Guidelines.  And you will see some of that information 

repeated in both.  Information for ELL students, and then the section on Non-Assessed Students, how to 

code for Non-Assessed Students, that section is rather broad.  If you go through that section, you’ll see 

in the handbook very clearly information on what to do with students who either are not going to 

participate in the assessment, including information on concussions, which has not changed at this point 

from what you’ve heard previously.  There’s a Miscellaneous section, Withdrawals, Suspended and 

Expelled and Home Education – all those are covered in the Participation in the Assessment section.  So 

again, I encourage you to familiarize yourself with that.  If you have questions, don’t hesitate to ask. 

The Accommodations Guidelines, as I referenced earlier, and I was going to let my colleague, Diane, just 

speak to this a little bit, but we very frequently get questions related to Read Aloud, Small Groups and 

so on.  In the Accommodations Guidelines, I encourage you to look at that manual, take a look at the last 

few pages especially.  She’s done a very good job in preparing a lot of this information, including we get 

a lot of questions on concussion.  Scribing has been big this year, so again, that’s important to look at 

that – students showing up with a broken arm or an injured arm and can’t write.  Unique 

accommodations, we share in that guideline, are supposed to be requested eight weeks out.  If you have 

a situation and have not contacted Diane Simaska, I do encourage you to email her if you have a unique 

situation with a student who needs a unique accommodation.  That’s dsimaska@pa.gov. 

mailto:dsimaska@pa.gov


As far as ELL students, this information has not changed.  They’re treated the same as every other 

student, with the following exceptions:  Participation in the Algebra and Biology exams are mandatory.  

Participation in the Literature exam is optional for students in their first year of enrollment in a US 

school.  If you have a question on ELL students, that you would email to me, khelm@pa.gov.  I’m the 

liaison for the ELL students. 

The PASA test, if you’re not familiar with the PASA test, for students who are eligible, in grade 11, they 

participate in PASA for Math, Reading and Science instead of the Keystone Exams during the spring PASA 

window.  The contact for that is John Machella, and I’ve included his email and a link to the site for 

John Machella and the PASA.  So if you have questions on the PASA, or if you need information on the 

PASA, I encourage you to go to that site, or email John. 

As far as administering the assessment, the handbook for Assessment Coordinators, Part 1 and 

Appendices B through E will cover Training, Roles and Responsibilities and Test Security.  I’m going to go 

through that in just a moment in this PowerPoint.  A lot of that information is the same as what you’ve 

seen before, but in the interest of making sure that everybody is on the same page, we will go through 

that information.  The training that you will do as a DAC, you are obviously aware that the Test 

Administrators do the PSTAT.  There is additional training that the School Assessment Coordinators need 

to go through that you’ll do with them, and that they should do with the TAs as well.  There’s unique 

information for each of your districts and your schools that you should cover with them as well, so the 

PSTAT is just the basic information that they complete in order to be Test Administrators.  There’s other 

information that you should go through with them, and the handbook covers a lot of that. 

The training for you as a District Assessment Coordinator, for those of you who are here today and 

remotely connected, is this training, this PowerPoint, the information that we give you in the handbook 

and the information that we provide to you on the Website.  And then, we are there to support you if 

you have questions, or need clarification or guidance.  You train the School Assessment Coordinator, as 

you’re aware, and a lot of that information is in the handbook, clearly outlines what you want to cover 

with them.  The Test Administrators and Proctor, as I said, the PSTAT, and for technical support, we have 

an 800 number this year and an email you can use if you need tech support for the PSTAT. 

There is general training that’s done, and what I encourage you to do is to take a look at the Test 

Security Certification documents if you haven’t looked at those.  They have not changed, but that gives 

you a good idea of the types of things that people should know and be aware of.  Those are the forms 

that people sign.  And if you have a question about what do I do with people who don’t fit into any 

particular category, if I have custodian, and you handle security material or move this material, or 

somebody is a monitor or something in the hallways and so on, the General Test Security Certification 

Statement will give you some guidelines as to what those folks should know, and what they need to be 

prepared to sign off on. 

As far as roles and responsibility as I’ve touched on earlier, you attend the required PD trainings, you 

update eDirect accounts for district and school users, review all the Directions for Administration 

manuals, the handbook for Assessment Coordinators and Online User Guides if you’re doing online 
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testing.  I can’t over-emphasize the importance of looking at a DFA, reviewing a DFA, pick one, look at it, 

and one that accounts for you, and then the handbook for Assessment Coordinators.  If you’re doing 

online testing, you need to familiarize yourself with the Online User Guides. 

Review your district’s procedures for home-schooled students, review your district’s policy for handling 

Cyber Charter School requests to test their students.  And if you have questions on those things, again, 

you can direct those to us.  You’re to train your School Assessment Coordinators.  You’ll receive an 

inventory test, distribute tests to School Assessment Coordinators, you’ll collect tests from School 

Assessment Coordinators, and you’ll inventory packets and return tests to DRC.  If you’ve been 

monitored, you’ll know this is one of the things we usually ask about when we visit your school, or come 

out to visit.  We will ask how these particular schools get the tests; if it’s a ship to school or ship to 

district, how that material is accounted for.  It’s very important to have a good written plan as to how 

you account for materials, and how that material follows the chain of custody.  For the School 

Assessment Coordinator, the School Assessment Coordinator attends training that you do, and the 

training should have two things we’ll look for; an agenda and a sign-in sheet.  So when you do your 

training with your School Assessment Coordinators, you should have an agenda and a sign-in sheet.  You 

update eDirect accounts for your Test Administrators if you’re testing online.  Review the DFAs, the 

handbook for Assessment Coordinators and Online User Guides, if testing online.  And then, of course, 

the School Assessment Coordinators train the Test Administrators and Proctors.  The Test 

Administrators must be a member of the school district staff; that includes substitute teachers, no 

volunteers.  And that’s just a clarification; we’ve gotten that question a lot. 

Continuing on with School Assessment Coordinators, things you’ll cover with them – create a testing 

schedule, including for their building.  Be prepared for parental requests if you test.  The parental review 

must be done with the Paper Assessment booklet.  So it’s nobody in here, I’m not positive, but if it’s a  

Cyber Charter or something along those lines you’re doing online, you have to have a paper booklet to 

do the review.  You schedule the small group settings, schedule extended time settings, and assign Test 

Administrators for breaks and movement to other settings.  I want to emphasize when we go out and 

visit schools that we want to see something in writing that shows that you planned for all of these things 

with your School Assessment Coordinator.  The School Assessment Coordinator should be able to show 

us something in writing that they’ve done with their Test Administrators, training them on what 

happens, how students are to take breaks, what happens if a student has to leave the room, especially 

what happens if there’s an emergency; a fire alarm or anything that happens.  Those are two separate 

things that we look at, and we want something that they have in writing, and also we want to make sure 

they’ve covered that.  I’ve been in buildings where the School Assessment Coordinators show me 

something in writing, but when I talk to Test Administrators, they’re like, “I don’t know.  I don’t 

remember if I got that.”  So just make sure that you covered that with them, and they have that. 

Also, you want to make sure the School Assessment Coordinator has something in writing as far as 

extended time; they know what they’re doing with students who need extended time and any small 

group settings, and so on and so forth with students who need accommodations or small groups.  That 

should be documented, and they should be familiar with guidelines from the Accommodation 

Guidelines as far as [INAUDIBLE], all of that. 



The School Assessment Coordinator receives tests from the District Assessment Coordinator, or if it’s a 

ship to school site.  Depending on what your district does, make sure they’re very clear on how to 

manage those materials.  If you’re bringing the materials to the site as the District Assessment 

Coordinator from a district office, make sure that it’s very clear as to who is moving that material, how 

that material is getting moved and accounted for once it gets there.  If it’s a ship to school, the School 

Assessment Coordinator needs to sign for that material, have evidence that they signed for the material, 

or who has signed for the material, how they accounted for the material to make sure they had enough 

materials, and obviously they need to be aware of how to return.  And Kevin covers most of the, 

obviously, the packing and shipping. 

The School Assessment Coordinator, as I said, inventories tests for school, orders additional materials if 

needed, pre-tests sessions and eDirect if testing online.  We now refer you to the online Test and User 

Manuals.  Put labels on test booklets, and as a reminder, do not open test booklets while doing this, and 

then distribute tests to Test Administrators on the day and time scheduled for test administration.  I 

know we’ll get into this later in the PowerPoint, but I’ll just emphasize here again, as a DAC, make sure 

your SAC, you have a very clear method of distribution to your rooms, and how that material is 

collected.  And that material should be accounted for, we recommend counting it in your presence.  The 

key that we’re – we’re not trying to burn you with anything, we’re just trying to make sure that 

materials don’t get misplaced or lost, because that creates a whole different issue that we then have to 

investigate.  So make sure you have a clearly outlined procedure for getting the materials out and in, 

and we recommend sign-in, sign-out sheets for people, and obviously counting materials in your 

presence if possible, the School Coordinator’s presence, when they do that. 

The School Assessment Coordinator will monitor testing sessions.  How they do that, we will ask when 

we come out and visit; we will ask how they go about doing that.  Do they go into rooms, do they walk 

around?  What do they actually do with their time then, during the actual test?  Again, have that clearly 

laid out, and they should be able to answer that question as far as active monitoring; making sure that 

they’ve set up a system so that the building has a very clear understanding of how students are going to 

move during that testing, and where they’re allowed to go, and that they’re supervised at all times. 

Collecting tests from TAs, as I said earlier, make sure there’s no prohibited materials on the classroom or 

hallway walls.  Again, going back to the handbook, if you haven’t looked at it lately, again, I think it’s 

pretty much the same.  We haven’t updated anything here.  Anything that is content-related should be 

covered or removed, and when in doubt, cover it or take it down.  That’s the best compliance.  It’s 

more – usually when we go out, it’s more an issue at the elementaries than high schools and middle 

schools, because lots more times we show up at elementaries.  Make sure tests are in a locked area with 

controlled or limited access.  We will ask you before, during and after test administration how those 

tests are secure, where they’re at, at all times.  A person walks out of the room, leaves the test laying, 

they haven’t been picked up yet – now we’ve got an issue who was in the room if the room’s not locked.  

You know, it doesn’t take but a heartbeat for someone to make just a simple error with a box of tests, or 

tests that are waiting to be picked up.  And now we’ve got an issue where, who was in there?  Who 

might have gotten in the box?  How did they get returned, those types of things.  So we’re trying, again, 



to be proactive here and prevent you from having any issues with materials getting either misplaced or 

lost. 

Again, returning all tests to you if it’s a ship to district site, or to DRC if it’s a ship to school site.  You 

know what you do in your district; have a clearly outlined procedure for making that happen. 

The School Assessment Coordinator is responsible for the security and proper administration of the 

PSSA.  Of course, it falls from the DAC, but the SAC is the person in the building, the DAC is not there if 

you have multiple buildings.  Those people in the buildings are key to making sure that this is done in a 

secure manner. 

As far as the Test Administrator Roles and Responsibilities, they attend training that’s done by the 

School Assessment Coordinator.  Same procedure applies here.  When the School Assessment 

Coordinator does the training, please have a sign-in sheet and an agenda.  We’ll ask to see that sign-in 

sheet, date, everything.  We’ll usually ask Test Administrators when we interview them, did you attend 

this training?  Who did it?  Where did it happen, and what did you learn?  Review the DFA, the Online 

User Guides if you’re doing online testing.  Be familiar with all the testing protocols including the Ethical 

Standards of Test Administration.  The piece that is basically built on the Ethical Standards of Test 

Administration – if you’ve seen that and gone through it, that’s what I used to script it.  So, they will 

have, they should have a very strong familiarity with that document.  But that doesn’t mean that you 

shouldn’t—when you do training, account for that with them as well.  They should follow all testing 

protocols, meaning they should clearly understand what they’re to do when they have secure material, 

the chain of custody, how that secure material gets handed back to you or to your SAC, and they should 

clearly understand then, obviously, how to operate during the test.  They have to sign the Test Security 

Certification Statement after the fact; I would encourage you to have them look at that prior to testing, 

let them read through it, make sure they understand what they’re being accounted for.  The Secure 

Certification Statement for Test Administrators and Proctors has on it that they completed the PSTAT.  

And I think most of you are aware of that, so when they’re signing that, they’re signing that they affirm 

that they’ve actually done that training. 

Make sure that students understand the Code of Conduct for Test Takers.  We frequently get called and 

say I have a Test Administrator who forgot to have students bubble on the sheet, or whatever.  Make 

sure that they cover that with students, and make sure that they’re aware that that’s an important thing 

that needs to be done.  They make students familiar with testing procedures; that’s a real key item 

there.  The Test Administrators are your classroom link to the students, they’re helping them to get 

familiar with the procedures, and they’re guiding them through that process.  And then, they answer 

any questions students may have about test directions, and we’ll emphasize that; probably should be 

underlined and bolded, test directions.  Again, we’ll get into proctoring a little bit here, but as far as Test 

Administrators beyond the students and questions, I think it’s a very clear understanding that they have 

to be careful when they interact with students during the test, and before and after as well. 

They actively monitor the test session.  That means a lot of things.  I think the training goes through that, 

and your training should go through that and emphasize what you feel is important in addition to what 



we feel is important.  Making sure they’re moving about, positioning themselves where they can keep 

an eye on students, making sure students are in the right section, and then ensuring that they’re picking 

up materials when students are finished.  So the active monitoring piece is that the Test Administrator is 

cognizant of what’s taking place in the classroom, they’re watching students, they’re answering 

questions that are appropriate and they’re also reacting to anything that they may see that’s suspicious.  

Maintain a calm, quiet environment during testing, collect test materials as soon as the student 

indicates he or she is finished; that’s a simple matter of a student closing the book.  There’s no problem 

with you saying, “Are you finished?”  The student says, “Yes.”  You pick up the materials, and you collect 

them.  Report any suspected testing violations to the School Assessment Coordinator and to PDE, so the 

SAC is the person who gets contact initially.  And if you have, in your district or school, you want to have 

that to come to the DAC as well, you or however that wants to work; the building principal can be 

involved in that process as well if that person is different, is not the SAC.  If there’s something that 

happens, or something goes down, have a written procedure for that reporting, and how that’s actually 

done.  If they call you if it’s during a test, do they have a person in the hallway that can come and get 

you if a student gets sick, or something takes place.  Student teachers may be in the testing room, but 

they may not be Test Administrators or Proctors.  And that’s just a note, we get that question a lot, so 

we thought we’d add that one. 

As far as test security, the PAsecureID List Distribution – School Assessment Coordinators must generate 

a list of students by PAsecureID to show all students taking the PSSA.  This is not new; the list must 

include for each student the Test Administrator, that person’s name, the school, the year and the 

subject being administered.  Student names should not be included on this list, we just have the 

PAsecureID.  And all lists must be retained at the district or school for three years, and be available 

when requested by PDE.   If we come out to visit, we’re going to ask to see that, so make sure you have 

it. 

The assessments rely on the measurement of individual achievement.  Any deviation from assessment 

procedures is strictly prohibited, and will be considered a violation of test security.  We’re trying to 

create – yes? 

>> [INAUDIBLE] taking questions and things like that.  I have a question about a student teacher.  That’s 

a deviation from what we were told twice already. 

>> Okay.  At the end. 

>> Thank you. 

>> Yeah. 

>> Mm-hmm. 

>> Any deviation from procedure is strictly prohibited and will be considered a violation of test security.  

So, that’s an important concept to understand; that we’re trying to create an environment that is as 

copasetic as possible, where students can take the test, and they can do that and work, we’re not 



interacting with them, you know, we’re limiting that so that they’re really – we get their work.  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, and because the assessment 

must remain secure, teachers and Test Administrators should not have assessment materials in their 

possession at any time other than during the actual administration.  And that’s not new. 

The Test Security Certifications which I referred to earlier must be signed after the assessments are 

administered.  There is one for the District Assessment Coordinator, the School Assessment Coordinator, 

the principal, the Test Administrator and Proctor.  And those are provided in your hand before 

Assessment Coordinators.  Any individuals handling secure materials must have a signed General Test 

Security Certification on file, and the chief school administrator must retain all of these certifications for 

three years.  So if somebody comes out for a visit, they will ask to see if you have those on file, and you 

don’t return those to DRC. 

If an individual does not sign the appropriate Test Security Certification, the chief school administrator 

must provide the PDE’s Bureau of Curriculum Assessment and Instruction with a written explanation the 

reason or reasons why the certification was not executed.    The explanation must provide a description 

of the action taken by the chief school administrator in response to the failure to execute the Test 

Security Certification.  And that’s not new. 

Chain of Custody – Chain of Custody of the test materials – they must be secured and accounted for at 

all times.  A big part of what we do when we come out to visit or when we ask questions is to make sure 

that you know where those tests are at all times, and that they’re secure.  The DAC must inventory the 

tests as soon as they arrive in the district; keep them in a locked storage area that has limited access.  

You’d be encouraged, if at all possible, when we say “limited” that this is an area that’s one, two people 

at most, three people if you need it.  School Assessment Coordinators must inventory the tests as soon 

as they arrive in the school and keep them in a locked storage area that has limited access.  So you get 

the gist here.  When they come to you, make sure they go directly to a secure area. 

When distributing tests to or collecting tests from the TA, they should be counted by the School 

Assessment Coordinator and/or designated in the presence of the Test Administrator, and that’s a 

recommendation.  We also recommend the use of the sign-off sheet.  And that’s a strong 

recommendation, so when we come out, we’ll ask to see that sign-off sheet, and we’ll ask your TAs, if 

we interview TAs, how they did about getting test material and returning it.  They must be collected by 

the School Assessment Coordinator as soon as the testing session is completed.  So, no lag between the 

time that the test is done, the session’s over, and you picking up materials.  Do the best you can to get 

all that material to a secure location as quickly as possible.  They must be stored in a locked storage 

area.  Only people who require access to the test should have a key to that storage area.  Samples of the 

test booklets are not to be furnished to TAs as part of the training.  The Test Administrators must not 

receive any test booklets until the test is being administered. 

The following are examples of testing violations.  This is not an exhaustive list, so as far as the types of 

things we’ve encountered, just a quick list, and this is not new:  Misuse of accommodations – this is a 



very common thing to have someone read something they’re not supposed to read aloud, or do 

something accommodation-wise that hasn’t been approved, or they didn’t get permission for it.  

Under-proctoring, which is inaccurately moderating the testing session, case in point, when a person 

hands out the test, doesn’t read the test instructions to the students, sits as his or her desk and reads a 

book while the students go back completing the test independent of any kind of direction or guidance.  

Over-proctoring – it is the exact opposite, is getting too involved in the test administration process, and 

reminding the student without the appropriate accommodation to answer a specific question, including 

[INAUDIBLE], some of those other things [INAUDIBLE]. 

Changing answers or encouraging students to change their answers, discussing the test or test questions 

with individual students, reading aloud a math question or answer choice when doing so that cues the 

correct answer, not removing or covering instruction materials in the testing room or the hallways, 

allowing students to possess cell phones during testing.  And that’s another one, it’s a very common 

infraction to have a student have a cell phone go off during the test, and it hasn’t been collected.  In the 

handbook, you’ll see very quickly it’s an automatic DNS, and the student has to retest. 

Giving reminders to individual students or to the entire class – remember, we covered this last week.  

Again, that’s coaching.  We’re not talking about saying, “Everybody do your best,” or, “Continue 

working,” we’re talking about giving them clues or cues, that would be something to content.  Allowing 

students to have devices in the testing room that take pictures, any devices, copying or recording any 

part of the secure test materials.  Viewing secure test material by teachers, proctors or administrators – 

TA walks up, the student has a test on his or her desk, TA picks it up, says, “Are you finished?”  They say, 

“Yeah,” they start leafing through it saying, “You’ve got some blank sections here,” he gives it back.  

Okay?  Can’t do that.  Returning test materials to students to complete or enhance answers. 

Potential consequences of the testing violations for educators – verbal reprimands, written reprimands, 

suspension with or without pay, termination, revocation of certifications, and in some cases, criminal 

charges. 

For students, the “Do Not Score” label is very common.  It’s placed in the student’s answer book, and 

the student must retake the exam during the same administration testing window in order to receive a 

score.  Other consequences for students for violating test security are up to the individual LEA, so, your 

district.  Students should be made aware of all consequences prior to testing, and all test security 

violations by students must be reported to PDE immediately.  So, we have folks there, I think most of 

you are familiar with Jay Gift, which is actually rgift@pa.gov.  Jay is the primary person who you email 

those infractions to, you can call the number and we’ll have that later here in the PowerPoint.  That 

hasn’t changed.  Charlie Wayne is number two, and I’m number three. 

Cautions – do actively proctor the test, but do not over-proctor.  Do encourage the class to check their 

answers, but do not encourage specific students to check their answers.  Do report all prohibited 

actions.  Do not review student test or answer booklets, except as stated in the Administration Manual 

and the Accommodation Guidelines.  Do not provide answers to students.  Do cover all the materials on 

the walls that relate to tested content, including motivational posters, if they relate to content.  Do 



ensure students sitting next to each other that they have different test forms.  And in some cases, we’ve 

gone out and found that that was something people didn’t think to do.  If you have students sitting next 

to each other, try to ensure that they have different forms.  Do not assist, direct or counsel students 

during the administration of the test in any way that would influence student answers.  Do not alter, 

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

student to do so.  Do not discuss or provide feedback regarding test items.  Do not direct students to use 

the answer sheet as scratch paper, or as a method to eliminate incorrect answer options.  Do not allow 

students to do work in tested subjects when they finish.  And we’ve had various discussions about what 

students can do with they’re finished; it goes from reading quietly to sitting quietly.  Just make sure 

they’re not doing work in that area when they are done. 

Monitoring – there were a lot of slides on monitoring in the previous PowerPoint.  We tried to update 

this a little bit.  There are three types, basically.  The data forensics team, of which I am a member, looks 

at forensic data, as in erasures, and that type of thing.  We meet each Friday morning and we actually go 

through materials and go through a series or a process of reviewing the things that have been brought 

to our attention.  Very common, you may have a test administration go on, you have a TA or somebody, 

or somebody in a room who sees something they might report back to PDE, you might have a report of 

somebody who does something and we have to take that in, and the team looks at it and we decide how 

we want to proceed with that. 

On-site visits, which are unannounced, if that PD person shows up and says, “I’m here to monitor 

testing,” that person will usually walk around, look at the site where you’re actually doing the testing, 

they may go in a room and they’ll interview the DAC, the SAC and at least two Test Administrators.  And 

then we have a remote monitoring system which is in development.  We currently have 28, 29 schools 

that are being remotely monitored; this is a process which as we work through, we may see more of. 

Documentation is important.  If you have questions on the monitoring, by the way, I do have an email 

here, for you to email Craig Weller.  And Craig’s presented here before; some of you know Craig, you can 

email him if you have questions.  Just to go, again, data forensics – examples of the data that’s available 

to us, student erasures, how long it takes a student to answer an item when taking the test on the 

computer, when answers are changed and how often they are changed on the computer, and a 

statistical analysis of student scores and performance.  So that’s just an example of some of what we 

have available to us.  As far as documentation, and this is not an exhaustive list, but the types of things 

that we will look for when we come out and monitor or if we did remote monitoring – training agendas 

and sign-in sheets, that’s for the DAC and the SAC training, the SAC and the TA training.  So the training, 

again, is in sign-in sheets, a master test schedule, including small group rosters, a make-up test schedule, 

a lot of times that’s in the workings, but something that’s there to show that you’ve got that ready to go.  

PAsecureID list distributions with TAs and Proctors on there, a written procedure – written, again 

emphasize procedure for handling breaks and disruptions; something in writing that we know you share 

with your TAs.  Written school district-specific procedures for parents to view the test – your district 

should have a written procedure that – how parents go about getting to see the test. 



For all Opt-Out Request Letters, if a parent sends a letter saying I want to opt out, or I want to review 

the test, or I want to go through this process, we will ask to see those.  Test Security Certification 

Statements from the previous year, which are to be kept on file.  PSTAT Certificates – I know that in 

some cases you’ve been told you have to print those out – you don’t have to print those out.  We can 

actually – we know who’s taken it and who hasn’t, but for your benefit when we come out, there is an 

administrative side to that system that you can use to run a spreadsheet.  A lot of people do like to print 

them out, and that’s certainly acceptable.  It makes it easier when we come out, we want to see a stack 

of those, that’s fine, as well.  What we’ll be looking for [INAUDIBLE], here’s John Smith, and he’s 

administering the test.  Do we have evidence that he’s done the training?  And then sign-in and sign-out 

sheets for test distribution – when you give the tests out, or collect the tests, you’ve had the TA sign in 

and sign out. 

As far as contact information, as I mentioned earlier, to report suspected violations, contact PDE at that 

number.  The number is not changed.  A lot of times, that – well, I assume it does, I don’t call it, but it 

might go to voice mail.  I encourage you if you do leave a voicemail on that number and you don’t hear 

back, to either call or email one of us.  That does – sometimes it gets backed up.  Jay Gift is there, it’s 

actually R. Gift, but he won’t tell anybody his first name, so we go by Jay, and me, and Charlie. 

That’s it for me.  Again, we will be taking questions at the end, so Kevin’s going to do his part, and then 

we’ll wrap it up. 

>> So, am I going to be loud enough for you to hear me in the back of the room?  Well, that’s good.  

Then I’ll leave this here.  And for the remote site, if you remember that if you have questions, email 

them to hbg.questions – with an S -- @pattan.net.  Kerry, did you get [INAUDIBLE]?  Did you get that last 

time?  I’m sorry – 

>> Yes.  It’s all here. 

>> Oh, okay.  I guess I couldn’t see it before. 

>> Oh. 

>> Okay.  So, my name is Kevin, I’m from DRC.  I’m from Minnesota, Lane of 10,000 Lakes, which are 

finally not frozen anymore, so spring has finally arrived.  My portion takes about a half hour.  Most of 

the stuff that you’re going to hear is the same.  We’ve heard you in the past – don’t change stuff if you 

don’t have to, so we haven’t.  So the procedures are pretty much the same. 

The testing window is May 13th to the 27th.  And there are some sites out there who have extended 

windows, if you talked to PDE and got extended windows.  If you have, you have another schedule set 

up with us.  But, the biggest thing is, no matter when you’re testing is when the majority of the 

population is done testing, since this is a – and of course, it’s not every student that tests, it’s just your 

population, and you know who they are, so I’d send those booklets back in.  We have to get stuff 

processed, scored, we have to get reports out to you so you know who can test for the summer 

administration.  So it’s very important that as soon as possible, get those in.  That being said, make sure 



that if you have a student doing make-ups, you don’t send that booklet back.  We have – I’d say it was 

over 55 situations just last week alone where [INAUDIBLE] were turned in without make-up, and it 

becomes a big process for you; a lot more work on your end, to get those students completed.  So make 

sure that make-ups are done, and that they’re completed. 

Testing window – some key dates in the testing window, the most important one is secure materials are 

supposed to be delivered at least tomorrow, but everyone should have them by now.  If you don’t have 

your secure materials, get hold of DRC, we’ll track them down for you and find them for you.  The 

window is the 13th to the 27th, like I said.  We need all the materials out of the schools by June 1st.  

Again, we have to get stuff done, we have to get the results posted by July 1st, or July 8th this year, 

because we have the 4th of July weekend falls in there.  And the correction window is the 22nd to the 

24th.  It’s a process where you go in and correct student information that was bubbled incorrectly, and 

to find historical records for students.  Because remember, Keystones are a best score overall; they 

could have tested in 2011 and they could have tested in the spring, and we get the best score between 

the two modules.  So it’s very important that that week people go in and clean up their data.  That’s 

because those grade 11 students, that does roll into the SPP. 

So, when a student starts the test, and is removed from your enrollments, Keystone is a little bit 

different than PSSA.  If they have completed a module, a complete module, send the booklet back.  

Because again, we do best score based off of modules; so if just one module’s done out of a booklet, 

which is half the booklet, we’ll help the student the next time they test.  So the only time you wouldn’t, 

the only time you put a “Do Not Score” label on a booklet if just one module is started and not finished, 

and the other one is completely blanked.  If you have online testing, and you have situations where 

students don’t complete a module, you have to contact us at PA Customer Service, and we can do some 

regeneration and some invalidations of the test scores for you, so that those booklets don’t – those tests 

don’t go through. 

Paper/Pencil Administration – you’ll be receiving your materials this week.  Make sure you go into the 

system and indicate the date you received your secure materials.  It’s the Material Receipt Notice area 

of the eDirect System.  We give permissions out to the districts, who can then either do the work 

themselves, or pass those permissions down to the schools, and then they can go to the eDirect system 

to indicate the date you received your secure materials.  We have accommodated materials, the same 

ones; Braille-large print, Spanish versions for Algebra and Science, or Biology.  It has not changed.  It’s 

very important that if you use that large print booklet, that the students’ responses are transcribed in 

this scannable booklet.  Or, ready for PSSA, we’ve got many booklets in the queue that we have to try to 

find these booklets and get the student information from the large print into a scannable.  If you’re 

relying on us to do that, it’s very risky.  So make sure it’s your end – large prints being used, transcribed 

into the scannable booklet. 

Additional material – that system will be available today at noon, or later on today, so you can start 

ordering material that you need.  Order them as soon as possible, again, we are in Minnesota.  As quick 

as we can get them there is if we do overnight and it could be 10:30 the next morning, if you’re testing 

at nine, you’re not going to have the materials.  We’ve had many people who were really upset with the 



PSSA not ordering materials soon enough.  The sooner you order them, the sooner you get them.  Please 

don’t wait. 

Make sure the form numbers match on the booklets.  Now, for the winter, Keystone wasn’t a big deal.  

You only had three forms.  For the PSSA there’s nine forms, and we’re getting calls already about, oh, 

what do we do now?  We mixed up the form numbers here.  He’s in a form 1 answer booklet and a form 

24 test booklet, what do we do?  Just [INAUDIBLE] items.  Every test form is unique, the items are 

unique.  You’re going to have to contact PDE, get permission for the student to retest, and then it 

becomes an issue, and then there’s a lot of paperwork.  So, just sure they match.  You’d think that this 

would be easy, but we had calls last week, it happened at least 50 times last week.  Why, I don’t know. 

But make sure you do that, it just makes your work a lot easier. 

Barcode Labels – the only books coming to DRC that shouldn’t have a barcode label on it are those that 

are completely blank, nothing’s changed in that process.  But at Keystone’s, though, I’m going to 

recommend that when you apply the barcode labels, you also take care of the Enrolled in Course bubble 

on page one, and this is a bubble that indicates the student is currently enrolled in the [INAUDIBLE] 

course, and as these are being used by [INAUDIBLE] for some of the growth projections, so it’s very 

important it’s filled out.  If it’s left blank, we’ve been told to default it as “Enrolled in Course.”  So if you 

don’t bubble either yes or no, it’s going to be a yes.  Again, I recommend you do it at the time of putting 

the labels on the booklet, because that’s the best time to do it.  Don’t wait until later, so you don’t 

forget. 

Barcode labels haven’t changed.  Precode labels are going to be based off of the test sessions that you 

set up at eDirect, the paper test sessions.  You set them up a couple of months ago.  And we’re going to 

get your labels shipped out to you sorted by the test designated that you put in the eDirect.  It’s 

important to remember that if the student is no longer there, throw the label out.  It’s for ease of 

administration, not for any accountability purposes.  So check the first name, check the last name, date 

of birth and PAsecureID.  If they are not correct, discard that label and hand-bubble the information.  

When hand bubbling information, you use the district school label and make sure that you bubble 

everything on the first page, as well as the second page.  And make sure you bubble the first name, last 

name, PAsecureID and date of birth exactly as it appears in your school information system that feeds 

into PIMS, because we match on those four criteria.  They’ll match back later on to get PIMS data.  So, 

just to make sure that everything comes from PIMS, everything is up to date, be sure it’s bubbled 

correctly.  If not, you have to go to the corrections system and do it the 22nd to the 24th.  Get it done in 

the booklet first, it’s a lot easier. 

“Do Not Score” labels have not changed.  If a booklet becomes defective for some reason, that goes on 

the booklet.  Remember, labels go on top of labels; so, for example, if you have a prefilled label in the 

label box and you put these out a week beforehand, Stacy moves, what you want to do is put a “Do Not 

Score” label on top of Stacy’s other label.  If I go through our scanner with Stacy’s label on there, Stacy’s 

going to get an ISR that says, “Incompleted Document,” that she did not complete the document. 



For distributing and tracking secure materials, we have a Security Checklist.  Nothing’s changed on that.  

It’s, again, a list of all the booklets shipped to you.  You can decide how you want to use it, it’s yours to 

keep.  We recommend you do keep it, because when we do our missing materials follow-up, we’re going 

to ask you to go into the Security Checklist and let us know why a certain booklet is missing.  For 

example, you could have one destroyed due to illness; a student gets ill on a booklet, you just take it and 

destroy it locally, we don’t want it back at DRC.  You’ve got to put it on here, because when we call you 

back about a month and a half later, you may not remember what happened to that booklet.  If you 

want these electronically in Excel format, contact PACustomerService@datarecognitioncorp.com, you’ll 

see the email in a little bit.  It’s in all their handouts.  And we can send them electronically to you; it 

takes us literally five seconds to pull it up and get it to you.  So if you want it electronically, it’s not a big 

deal. 

Materials Accountability Form is located at eDirect.  Make sure they’ll be returning materials to DRC, 

that you indicate how many are coming back to DRC.  The biggest thing is, if you’re missing a booklet, 

put it in the Discrepancies box, it’s an online form, because if you put it in that Discrepancies box, we 

don’t have to call you.  That’s the official communication that you’re missing a booklet, and if it’s good 

enough for PD, it’s enough for DRC, we don’t have to call you.  If there’s nothing in there, then we’re 

going to start hounding you.  And if we don’t get hold of you, you’ll have to report to PDE, and the data 

forensic people, they start hounding you.  So it’s very important, Materials Accountability Form, our first 

mode of communication, make sure it’s filled out with the security barcode number.  Again, just like all 

of our systems, we give permissions to the District Coordinator, the District Coordinator passes them 

onto the School Coordinators.  Please have it done by June 5th, we need your reports off to PDE by June 

15th. 

Returning materials has not changed; answer booklets separated from test booklets.  So, all the answer 

booklets go into a plastic bag, you seal the plastic bag down tight; we don’t want anything destroyed on 

transit in the UPS trucks.  Make sure the answer booklets go into a box.  Fill up to the top of the box with 

paper, just so it’s full on top.  If you don’t do that, they’ll burst open in transit.  And then, if you need the 

box, it will be sent to you to come back to us.  Make sure that when you fold those boxes back up, you 

put the A and B flap on top, again, nothing’s changed.  On the A side, those are the DRC return labels, 

and on the B side goes the UPS RS labels.  Just please check the boxes that they’re all nice and taped up 

because they made one trip out to you, they’re coming back to us, we don’t want to lose anything in 

transit. 

Test booklets – same procedure, they’re separated from the answer booklets, and [INAUDIBLE] test 

booklets.  And you also have your unopened packages, all your shrink-wrapped packages.  Make sure 

they go in another box, you don’t need plastic bags.  Put paper on top, make sure it’s all nice and tight to 

the top so it doesn’t burst open, and then the A and B flaps on top, and again, make sure there’s plenty 

of tape on top.  The A side put on the DRC label, on the B side put on the UPS RS label.  And check the 

bottom of the box, make sure it’s taped up and it’s all secured to get to DRC. 

UPS, those UPS RS labels, they’re pre-paid.  You do not have to give any money to the UPS driver.  We 

had a situation last week where some of the drivers were asking for $10 for the ship-out.  These are pre-



paid labels, you tell them it’s already paid for, I don’t have to give you anything.  And make sure that if 

you don’t have a regularly-scheduled UPS pickup, that you call them at least 24 hours in advance. 

Please keep a copy of tracking numbers.  When we have missing materials, we have two things we look 

for; a large amount missing – if there’s a large amount missing, we’re going to call you, ask you for the 

tracking number that you used, and we’re going to try to find these booklets.  It’s happened before 

where booklets have gotten and put into an exception tub, and they sit there sometimes for two or 

three weeks – well, maybe in another company it’s okay, but for us, the DRC, and to you, it’s not 

acceptable.  We need to get those booklets processed and students’ scores taken care of.  And just 

remember that if we’re calling you after the testing window, there’s something wrong.  We need to talk 

to somebody to clear up something. 

We’re moving really quick today, because I have the online portion here, it takes me about 15 minutes, 

and then we’ll be able to take questions after that.  Just to let you know, for online at DRC, we have 

multiple clients.  We have 17 states.  And every one of these states is now going online.  Pennsylvania is 

slow to get there; I have a PSSA, if we have 138,000 third graders testing and we have 500 testing 

online, which we understand, we’re slow to get there.  But to let you know that our system is working 

like it’s supposed to work.  I don’t want to say it’s great, because I don’t want to jinx us, but for 

Pennsylvania alone for CDTs, Keystone and PSSAs, we have 1.5 million successful tests this year, okay?  

Throughout the United States, we get up to six million tests.  And this week is going to be our biggest 

challenge of our systems; today we’re expecting to have about 400,000 testers hit our servers today.  So 

this is a good day for us, we’re all excited at DRC.  You’re not, I know, but so online testing, kind of the 

wave of the future, we have never lost a student’s score.  So it’s very successful, it’s very good.  And if 

you talk to people who test online, it’s a lot easier than the paper and pencil method.  It’s a lot easier, 

once you get your first [INAUDIBLE] set up. 

So, what do you need for testing?  Internet connectivity.  So, it assumes you’d have the internet.  We 

have to put the software on every computer; it’s not a standalone.  It’s a downloadable Web-based test 

engine.  We have now moved into iPads and Chromebooks for testing, and we are going to be pushing 

towards next year with Android devices.  So, we started out with just PCs, and then we got the Apples in 

there, and now we’re looking at iPads and Chromebooks and the Androids, so we keep trying to give you 

more platforms to work on.  And I’ll let you know that the responses are saved to our servers all the 

time, just real quick.  What happens is, student answers A, clicks Next, which will submit it to the DRC.  

The response goes off to our server with a little token.  It hits our server, we send that server back – 

another  token back to the same computer, we know the IP address, because obviously, he’s testing.  

The student can’t go on until he gets that second token back from DRC; it takes milliseconds.  Nobody 

even notices it.  But if he doesn’t get it back, if something interrupts the connection, the student cannot 

continue testing.  So we do not lose student responses.  But, because it can happen, we have internet 

connection interruptions – we recommend that you do use the Testing Site Manager.  What happens 

there is, the token comes back, takes it to the student’s computer, but the student can keep testing; it’s 

their responses to the Testing Site Manager which can store all these responses.  So if some reason, if 

Tom Katz cut the cable between DRC and your school, the students can continue testing through the 

Testing Site Manager. 



So, what is the process?  First thing is technology, you have to get all the software installed; two, 

prepare the students; three, manage the students; and four, administer the assessments.  So for 

technology, all the software that’s required is right on the DRC eDirect Website.  It’s under the 

Download section, our Test Setup, Test Setup, Downloads, and then you can find all the different 

platforms we have, whether it’s the iPad, the Chromebooks, the device toolkits, everything you need’s 

right there in the Downloads. 

Then you have to prepare the students. There’s two things we recommend; the first one is online 

tutorials.  And these are videos that just go right to the system, and there’s a narrator talks about how 

to use the system, how to use different things.  We also recommend that perhaps teachers will want to 

look at it too, so they’re more familiar with what the online system looks like, in order to give the 

assessment.  Real quick – the tutorials are available publicly, you don’t even need to log in.  On the left 

hand side, you’ll click under General Information, and then Test Setup, and there’s a little icon for 

tutorials, it’s on this screen, here.  If you click on that, it’ll bring up an interface, then you can click on 

the, for example, Mathematics, and then you can do the individual ones, if you want to talk just about 

what a scientific calculator is like, or you can do something like the basics.  I’ll just put on one real quick, 

here. 

>> The [INAUDIBLE] Screen shows the subject, the question number and your name.  When responding to 

a question, first read the question carefully, and then review any pictures or charts.  There are tools 

above and below the test question, to help you complete your online test. 

>> Okay, so these take about 20 minutes altogether, if you run them all at the same time, 20 minutes 

altogether.  Maybe have a population that you’re pretty comfortable with, then you can choose to give 

them just, like, the scientific calculator. 

One of the other tools we have are the OTTs, the Online Tools Training.  These are actual practice tests. 

They take about 15 minutes to take an OTT.  Recommend that anybody who wants to go in there and 

take these practice tests.  Now, you do need the secure test engine installed on the student’s computer.  

One good thing is, get all the students in there, have them log in at the same time, and test your 

bandwidth.  Test your infrastructure using the Online Tools Training.  Also, they’re available for the 

audio version, and the color chooser versions, too.  So if you want to test your audio system capabilities, 

again, this is one good way of doing it.  These are available by once you download the software, you 

open up the testing engine, then you choose the Online Tools Training.  There’s two things you can get, 

there’s Tools Training, or Test Login.  Choose the Tools Training, and then you’re going to be prompted 

with what to fill in there, whether it’s Math Grade Five, or whatever it is.  And then it’ll bring up the 

actual Tools Training; I don’t have a sample of it because there’s some items in there, still. 

Next thing you need to do is manage student data.  Remember, we get everything from PIMS and we 

load it into the system, but if you have students that weren’t in PIMS, you can upload them directly into 

eDirect for them to test online.  It’s very important that you manage the accommodations and that you 

give the accommodations for audio and color chooser before they begin testing.  There’s specific forms 

that have these accommodations.  If you don’t do it, they’re not going to have it, and that’ll start 



regenerating tests and let PDE know that there’s some issues.  This is also the area where you would do 

the Enrolled in Course.  If you have students testing online, and you don’t go in and update the Enrolled 

in Course, again, we default to Yes, the student’s currently enrolled in the content course. 

The next thing you do is pre-test sessions.  These are just like you do for the paper-pencil, except you 

make them online.  Remember, if a student’s no longer testing for an online session, they moved out, 

please remove them so somebody else may be able to test them.  We can generate the test tickets by 

printing All, printing Individuals, printing One, it’s kind of a very flexible system.  But remember, these 

are secure, so you’d print up early, securely store them, and make sure you give them to the Test 

Administrators on the same day of testing, just like you would the test booklets.  During testing, you can 

manage the students’ test sessions; you can go right in there, find out exactly where the student is; are 

they in progress?  Are they completed?  When did they complete?  How much time did they spend in 

the test?  So if you have a concern about a student when he gets sick during the test, there’s some tools 

to help you manage that. 

Again, you have to actively monitor the students, just like any other test administration.  You’re walking 

around and making sure they’re staying on task.  We do have reports to help you.  We have login 

reports.  There’s many reasons why a student may have multiple logins in a day, if they accidentally exit 

the test – acceptable.  You lose it after inactivity – acceptable.  Student needs extended time, and you 

need to have them log out of the computer lab and go to the extended lab time – it’s perfectly 

acceptable.  Just let you know that when there’s excessive logins, they hit a report.  So anytime you have 

a student have multiple logins, just keep a record of it.  And now, we have given you the ability to unlock 

test tickets.  In the past, PD and DRC had kept it at a higher level.  Now you, as Test Administrators – 

well, just as Coordinators have to give permissions to school, if the school wants to give them down to 

Test Administrators, they can.  But you have the ability to go in there and unlock test tickets.  No longer 

do you have to contact DRC for this in here.  So I think that’s going to make it a little bit easier.  And why 

would you unlock test tickets?  Maybe you gave a student the wrong ticket; you gave Jimmy’s ticket to 

Johnny.  Or, a student goes home ill before completing online assessment, there’s a lot of acceptable 

reasons.  And like I said, there’s status reports done.  They’ll want to see the Excessive Login Report.  

There’s also the Cumulative Student Status Report, which is one you want to run.  If you’re three days 

before testing ends, run a Cumulative Status Report.  You can do that at district level, and you’ll see the 

status of every student’s module, and you’ll see students who need to have make-ups done.  So that’s 

the report you want to run to make sure every student has completed every module before they get a 

score. 

Test tickets are secure, make sure you collect those.  You can destroy those securely at your site.  

There’s our contact information for PDE and for DRC.  We’re going to take about five minutes so the 

remote site can email in questions.  If you have questions in the room here, if you want to write them 

down, we can answer them, and maybe, do we want to do it?  Or, well, we can do it live at once, it’s not 

a big group. 

>> Yeah. 



>> But just have the group repeat the questions. 

>> Yeah, repeat the questions, yeah. 

[INAUDIBLE] 

>> Okay, I want to answer – I have just four questions here, that are discussed out loud.  Those of you in 

attendance here, if you have other questions, and you want to talk to us afterwards, you go right ahead.  

We have plenty of time today.  So, first question I have is, what is the last date that a member of the 

class of 2016 can test under any circumstances?  And of course, the class of 2016 is not part of the 

graduation requirement; they’re taking it for accountability, so they’re at a grade 11 this year.  They’re 

probably going to be taking – oh, sorry, they’re grade 12 this year, but maybe they’re taking it for grade 

11 maybe still, you know how the students sometimes start grade 11 and graduate in the spring?  It will 

be there in the testing window.  And the question goes on, the class of 2017 and beyond, the same 

question, what’s the last test date that the member of the class has to take?  Well, they need to take it 

until they pass it, or they transition onto the project-based assessment.  So, these are the same rules 

we’ve had for the last four years for the Keystone Exams.  So, it is the class of 2017 that will be held 

accountable for graduation requirements, but they should keep taking it until they either pass it or they 

move on to the project-based assessment.  And that’s a decision that’s made locally. 

Are there any instructions related to installing the Insight software on one-to-one machines that go 

home with the students?  Okay, if you install the software on the one-to-one devices, you’re taking 

home the test engine, which accesses the test items.  We don’t recommend that, but we know that 

there are exceptions to every rule.  You would contact PDE and it’s Ray Young at PDE, to get more 

information about one-to-one devices in Insight software.  Here’s what we recommend at DRC as a 

workaround:  If you do this, and you’re going to test students on their one-to-one devices, you must use 

a Testing Site Manager, because the software will be installed to look for the content for the Testing Site 

Manager.  If a student goes home with that test, with the device, and remembers their password and 

they try to log in, they’re going to get a message saying, “Unable to find the Testing Site Manager.”  

Okay?  We know it’s more work, but for policy-wide, you need to contact PDE for actually how it’s 

done – I just told you how to do it. 

How much of the test must a student complete for a score to be generated?  This goes to attempt logic.  

PDE establishes a [INAUDIBLE] logic for all the assessments at five items.  That could be four multiple 

choice and one open-ended.  It could be two open-ended and three multiple choice.  Once they’ve done 

five items, then we will generate a score for the students.  And that’s the same across all the 

assessments. 

Last one we have, we have a student who was recently admitted to a hospital due to complications with 

her pregnancy.  She was admitted on 4/23.  She expects to stay in the hospital until the baby is born, she 

is due in June.  What do we do in order to exempt her for the Keystone Exam?  Well, as a reminder, 

Keystone Exams are end of course.  They’re not a mandatory test every test window.  If the student for 

some reason doesn’t make the spring administration, they can do the summer administration, they can 

do next winter’s administration, okay?  But, this being a situation where the student is probably on 



some kind of home mod instruction, because it happened last week and we’re not testing for another 

few weeks, then the home mod instructor could deliver the assessment, just like the PSSA.  Local 

decision – you make that decision. 

>> What is the decision if it’s an 11th grader, and has not taken the test prior to now?  Then they must 

take the test, or it is an “other,” and you get hit with – 

>> You, yeah.  For – so the question, [INAUDIBLE] if the student is an 11th grader, that is correct.  For 

accountability purposes, we’re going to get a file from PDE in the PIMS, there’s a data quality that says, 

here are the 132,000 students that are in grade 11 that should have a test score.  We go out and try to 

find that test score, and you do some of the work during a Master, Keystone Master work, and you try 

to do it too.  And you’re correct.  What would happen is, that student would not be counted for 

participation.  Of course, it wouldn’t be in there for performance; there’s no performance to evaluate.  

But again, that student is in a home-bound situation, and should be given the test in a home-bound 

situation. 

That’s all the questions we have for the general population.  Those of you outside the room here, you 

have a good day.  And I’m going to disconnect you. 

 


