To: 

Assistant Superintendents and Principals

From: 

Christopher Shaffer, Deputy Chief of Curriculum, Instruction and Assessment
Date: 

April 20, 2018
Subject: 
Requirements related to the Administration of Keystone Examinations

Following the policies and procedures determined by the Pennsylvania Department of Education (PDE) and the School District of Philadelphia (SDP) is very important to the administration of the Keystone Examinations.  To protect the integrity of the testing process and the personnel involved in the process and to ensure adherence to policies and procedures, principals are held responsible for a number of associated tasks.  Details on the tasks principals are required to complete are given below.
*NOTE: The PDE uses the terms School Assessment Coordinator (SAC) in all correspondence; however, we replaced SAC with Testing Coordinator (TC) throughout the attached documents to avoid confusion with other local uses of the SAC acronym.

Principals MUST:

· Attend the turn-around training conducted by the Testing Coordinator (TC). Principals are required to be trained at least once each school year.  
· Complete the School Assessment Coordinator and Test Administrator training modules (4 modules in total), and pass the quiz at the end of it with a score of 80% on the site www.pstattraining.net.  The directions to register on the site are provided in the attachment “PSTAT_Help_Guide_2017-18”. These modules must be completed once each school year, so only new principals who did not pass the modules for the 2018 Spring Keystone or 2018 PSSA must meet this requirement before the test window begins on May 14, 2018
· Read and execute the responsibilities detailed in the attached “Test_Security_Certifications_2017-18”
· Make sure that the school sends home the following documents at least three weeks prior to the beginning of the respective test window (April 23, 2018 for Spring Keystones): 
(a) PDE’s “Information_for_Parents_FAQ_Keystone_2018”.  The “opt-out” procedure is explained in this document as the response to the question “May parents see the assessments/Keystone Exams?” Translations of the FAQ are available in the district’s 8 major languages on SDP’s Translations site.
(b) PDE’s prohibition of electronic devices letter (“Cell_Phone_Letter_PDE”).  Translations are available.
(c) Office of Assessment’s “PSSA-Keystone_Accommodations_Overview_for_Parents_2017-18” document.  Translations are available.

(d) “House Bill 178_Parent Letter_Nov2017” (This needs to be sent only by schools that administer the Keystone Exams.)  Translations coming soon.
(e) Customized cover letter from school that provides context for the above and includes all of the information on the “Parent_Information_Letter_Template_Nov2017” and articulates your school’s specific consequences for any electronic devices infractions that may occur.

· Support the TC in test security and before, during, after test administration activities.  One form of this support is providing time for or assistance to the TC to complete all the tasks associated with Keystone administration.  The attachment “Test Coordinator Release Recommendations” estimates the TC time commitment.
· Read and execute the responsibilities detailed in the attached “Parental_Request_to_View_PSSA-Keystone-PASA_District_Protocol_2017-2018”.
All the above documents are attached.  If you have any questions, e-mail assessment@philasd.org
