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Before Assessment Day

By end of January:
· Complete the School Information Form.

By end of February:
· Complete one Student Identification Form for each selected class.
· NOTE: This step does not apply to Ontario, Nova Scotia, and New Brunswick francophone schools.
· Review information related to accommodations and special education needs. 

At least one month before:
· Select one or more test administrator(s) (you may be a/the test administrator). 
· Review assessment schedule and the PCAP administration website. 
· Review technical requirements (with an IT specialist, if available). 
· Distribute the letter and poster to inform parents/guardians of PCAP.

At least one week before:
· Ensure you have received the Assessment Script by mail and all the assessment forms by email (see list of electronic assessment materials). 
· If you have not received the assessment material three days before the school’s first assessment date, please contact forms@cmec.ca immediately.
· Distribute School and Teacher Questionnaire Login Forms to designated staff.
· Ensure a classroom with compatible devices is booked for assessment day.
· Install the PCAP LockDown Browser with test administrator(s) and the IT specialist (if available).
· Optional: Run Practice Assessment using the PCAP LockDown Browser with test administrator(s) and students to familiarize everyone with the assessment format. 


On Assessment Day

· Provide the test administrator with all relevant documents and equipment to administer the assessment. 
· About an hour before the assessment session, with the test administrator(s) and IT specialist (if available), set up the room and the devices that will be used. We recommend launching the PCAP Lockdown Browser in advance for students.
· Help the test administrator(s) if they are having any problems during administration. 



· After administration is complete, ensure the online Student Tracking Form is completed to determine if a makeup session is needed. If so, prepare for a makeup session as soon as possible. 

Immediately After the Assessment

· Document the completion of the School and Teacher Questionnaires on the School and Teacher Questionnaire Tracking Form.
· Verify that all administration forms are completed accurately and fully, including:
· Online Student Tracking Form
· School and Teacher Questionnaire Tracking Form
· Wait for verification of completed documents from CMEC.
· Shortly after the assessment, please complete the online School Feedback Survey to improve processes and communications for future cycles. 
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