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What Who When   
Student Information 
onto IDPF 

Parent/TC (TAG 
Coordinator) by Conferences   

Parent & Teacher 
Advocacy 
Including SIGNATURE 

Parents or Teacher by end of Nov   

COPY of IDPF sent to 
TAG Office TC by Dec 1   
Student Info onto 
Spreadsheet TAG Office as they come into the 

office   

Test History Teacher or TC fills in by the time the school 
Committee meets   

Work Sample section Teacher fills in ratings 
on IDPF 

by the time the school 
Committee meets   

Work Sample held at 
school for the 
committee 

TC by the time the school 
Committee meets   

Work Sample 
recorded by  Teacher or TC by the time the school 

Committee meets   

Parent and teacher 
complete student this 
section. Parent signature 
needed for testing.

Parents & teachers 
complete this section 

Blue/BOLD print is school’s responsibility. Black print is done by District. 

Work samples need to be in the area of 
nomination, showing the student’s 
best work.  
Evidence can be anecdotal. School 
committee evaluates work samples as 
criteria for recommendation. 

Teacher or TC completes 
Test History section 



PPS TAG ID Process (Blue/BOLD print is school’s responsibility. Black print is done by District Office.) Page 2 
 
 
 

 

What Who When 
Test date scheduled with TAG 
Office 

TC & TAG 
Office 

Cluster test window 

Schedule a proctor for each school TAG Office as soon as date is 
set 

Spreadsheet sorted/emailed to 
school & printed for proctors 

TAG Office Two weeks before 
test date 

School informs parents & teachers 
of Test date 

TC Two weeks before 
test date 

Test booklets, supplies gathered for 
each school’s spreadsheet 

TAG Office One week before 
testing 

Proctors pick-up test supplies @ 
BESC 

Proctors 1-2 days before test 
date 

Test booklets & answer sheets 
returned to Office to BESC 

Proctor Day of test or next 
day 

Grade 3-12 Answer sheets given to 
R&E to score 

TAG Office Daily as they come 
in 

K-2nd grade test booklets scored  TAG Office As needed 
Test results emailed to TAG Office 
& entered onto spreadsheet 

R&E, TAG 
Office 

As needed 

Spreadsheet sorted by school & 
emailed to TC & Principal 
confidentially 

TAG Office Within 1-2 days of 
getting results 

Test scores entered on IDPF 
confidentially 

TC  Upon receipt  

School committee meets to review 
& make recommendations 

School 
comm. 

Within 2 wks of 
receiving scores 

School decision & original IDPF 
sent to TAG Office 

TC Within 2 wks of 
receiving scores 

District Team review & sign IDPF TOSA, TAG 
Office 

Wed 2-4 Jan-Mar 

Send notification to parents-copy 
to school with salmon folder when 
appropriate 

TAG Office Within 1 week of 
rec’d IDPF 

Enter TAG ID in eSIS TAG Office Within 30 days of 
testing 

Test date and results 
recorded by TC from 
spreadsheet emailed after 
testing 

Committee will meet, 
review criteria and make 
recommendation within 2 
weeks of testing; Sign in 
appropriate place 
 

PPS Team (AC & 
TAG Office); makes 
decisions within 30 
days of testing 

 


