What Did the PDE Monitors Look for During Their Visits?

Evidence/Information Regarding the Following

· The School Assessment Coordinator (SAC) attended the PSSA/Keystone Exams administration training conducted by PDE (which is done during the District training of the SAC).
· TAs completed the PA State Test Administration Training (PSTAT).
· An inventory of test materials was completed by district/school personnel.
· Prohibited materials were properly covered in the classroom and hallways.
· Storage of materials was appropriate.
· Extended time procedures were established and followed.
· Alternative testing environments were established and used as necessary.
· Test make-up sessions were established.
· A TA/Student PA SecureID List Distribution (student roster) was compiled and made available to PDE personnel upon request. Similar lists for last three years are made available. List must not include student names.
· There is a policy in place for the collection of electronic devices that is in accordance with the test security guidelines. This includes all electronic devices and not just cell phones. Staff should not use electronic devices.
· TA training included information regarding signing Test Security Certification. 
· Test Security Certification Statements must be signed and retained for three years and available for review.

· All Test Administrators (TAs)/Proctors received consistent PSSA/Keystone Exams training provided directly from the SAC (in addition to the online PSTAT).
· The Code of Conduct for Test Takers is reviewed with students prior to the assessment.
· TAs discussed test security procedures with their students prior to the first testing session.
· All official assessment inventory documentation is completed and available for the PDE monitor to review.
· IEPs were reviewed prior to testing to ensure appropriate accommodations match student needs and follow Accommodation Guidelines. Steps were taken to ensure that the TAs know what accommodations students receive
· Read Aloud Guidelines were reviewed and followed.
· There MUST be clearly defined written procedures in place to take care of breaks and disruptions during testing (e.g., fire alarm). This plan must be clearly communicated to all TAs during TA Training AND distributed to testing rooms.
· There MUST be a written district protocol to honor parental requests to view the test (provided by OA). This should be presented to the PDE monitor.
· A plan exists to ensure that no unauthorized visitors are in the testing sites during assessment activities.
· An official school testing schedule MUST be created, posted, and followed.
· Parental opt-out request letter/s, if any, are available for review.
· There must be adequate distance maintained between students while testing.
· Tested students sitting next to one another must have different test form numbers.
· Test section info and info requesting students check their answers must be posted at the front of the room as specified in the Directions for Administration.
· Evidence of college and career readiness (new for 2019).
Disclaimer:

This list was not provided by the PDE. The information was compiled by the Office of Curriculum, Instruction, and Assessment, based on the PDE monitors’ visits to our schools and the letters sent to the schools following the visits. This is not an exhaustive list. Also, it is likely that PDE monitors may be looking for different/additional information or evidence this year. This list can only be used as a guide.  It is best to be prepared with all the aspects of PSSA/Keystone administration.
