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Spring Keystone Test Coordinator
Turn Around Training (3-1-19)
As per Part III, #3, “Training Components” of the PDE Handbook for Assessment Coordinators, each SAC training session for TAs must include the following topics :
	Topic
	Directions
	Location
	Additional
	Additional

	Assessment Schedule
	TAs and Proctors must know the assessment schedule.
	school-based
	
	

	Administration Preparation
	TAs and Proctors must receive and study the Directions for Administration (DFA) manuals and the Handbook for Secure Test Administration prior to training.
	Handbook for Assessment Coordinators - Appendix A; Assessment Website; DRC
	
	

	Students with Special Needs
	Explain which students are to be included in the assessment and what special accommodations may be provided.
	Handbook for Assessment Coordinators; Participation Guidelines for All Assessments
	Interpreters :
: assigned for allowable test material
: separate TA required (cannot administer the alone)
: must receive assessment training and complete PSTAT
:  must sign a Confidentiality Agreement for Educational Interpreter form (found in Accommodations Guidelines) and the General Test Security Certification (found in Appendix B, cross out the word “reviewed” in the 3rd paragraph).
	Transcribing :
: must be verbatim into regular answer booklet by SAC or designee
: no corrections or alterations in spelling, spacing, punctuation, etc.
: No.2 pencil

	Assessment Conditions
	Emphasize a comfortable, quiet room without distractions and a positive approach.
	school-based
	
	

	Special Instructions
	A No.2 pencil must be used by all testers as well as when bubbling all demographics.
	
	
	

	Electronic Devices
	All devices must be collected as students enter the testing site and policy provided to parents/ guardians before testing.
	Handbook for Assessment Coordinators; Appendix D
	Refer to the “Parent_Information_Letter_Template_2018-2019” for violations and consequences (actively engaged usage vs. possession).
	Any data (photos, images, text, etc.) that constitutes a violation of the security or integrity of the test must be copies and reported to PDE immediately.

	Use of Calculators
	May be used for Algebra 1 and Biology Exams following the Pennsylvania Calculator Policy.
	Handbook for Assessment Coordinators; Appendix E
	
	

	Use of Dictionaries, Thesauri, Spell- or Grammar-Checkers
	Not permitted on any Keystone Exam.
	
	As an accommodation for English Learners, word-to-word dictionaries that translate a native language to English (or English to a native language) without definitions or pictures are allowed on Algebra 1 and Biology only. 
	

	Classroom Displays
	Only: 
General Description of Scoring Guidelines and Algebra 1 Formula Sheets
Information on test section (page & item numbers)
Emergency Procedures
	Sheets can be found in eDirect and at www.education.pa.gov.
	
	

	Barcode Labels
	Emphasize the important aspects of the label.
	Handbook for Assessment Coordinators;  Labeling Answer Booklets
	
	

	Make-Up Sessions
	Review the school entity’s make-up procedures.
	Handbook for Assessment Coordinators;  
Make-Up Sessions
	
	

	Scratch Paper
	Must be provided 
(blank, lined, or grid allowable). 
	
	Must be removed from answer booklets by students
	Must be collected and returned to SAC to be destroyed.

	Response Space
	Students are limited to the response space provided; additional pages/ booklets will not be scored.
	
	
	

	Code of Conduct
	Review the Code of Conduct for Test Takers with all students in advance of testing day.
	Handbook for Assessment Coordinators; Appendix F
	Prior to starting the assessment, students will be required to indicate that they understand the Code of Conduct for Test Takers that was reviewed with them by their TA (or teachers).
	

	Security
	Emphasize that all test materials, including test booklets, answer booklets, test tickets, and content must be kept secure at all times.
	
	Security must be maintained at all times prior to, during, and after the assessment; completed booklets must be kept secure.
	Computer monitoring software must be disabled during testing.

	Prevention of Testing Anomalies
	Teachers should not be the TA/Proctor of their own students for the content area in which they teach.
	
	If testing occurs with a content teacher (for an EL or Special Education small group), an additional proctor must be present. 
	

	Test Administrator Initials
	PDE requires TA initials be included on each student answer booklet.
	Handbook for Assessment Coordinators; p.27
	See Handbook for additional details on bubbling TA initials. 
	




Additional information on the Test Administrator Responsibilities appears in the 
Handbook for Assessment Coordinators; Appendix A.
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