Test Coordinator Release Recommendation

[bookmark: _GoBack]A successful administration of PSSAs and Keystones depends largely on the planning, organization, and thoroughness of Test Coordinators (TCs).  In order to allow them to do their job effectively, TCs need time before, during, and after testing to focus on their test coordinator duties.  When adequate time is not provided, disorganization, mistakes, and security breaches often result.  To that end, the Office of Curriculum, Instruction, and Assessment has made the below recommendation regarding how much time TCs need to complete their duties, with the goal of encouraging principals to provide release time/coverage for TCs and/or other staff members to help. 
Estimated Time Commitment for TCs
· TCs of small schools (fewer than 400 tested students) generally need about 1-2 days to plan, 1-2 days to organize materials, full release on testing days for the entire time students are testing plus an hour or two after testing, and 1-2 days after testing is completed to organize and ship materials.  
· TCs of large schools (more than 400 tested students) generally need 1-3 days to plan, 3-5 days to organize materials, full release on testing days for the entire time students are testing plus two to three hours after testing, and 2-3 days after testing is completed to organize and ship materials.  
Thank you for your support.

Please direct questions to assessment@philasd.org or
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