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Session Goals

Our goal today is to share the latest information about the accommodations process based on
current planning.

Today we will provide:
* An overview of accommodations for the PSAT/NMSQT fall 2019 administration
* An update on enhancements for fall 2019



Idaho Provided — ~
PSAT /NMSQT for Grade 10 "
Students »




PSAT /NMSQT Test Dates

 All 10% grade students attending public schools in Idaho are eligible to take the PSAT/NMSQT as a
state-provided opportunity.

» Schools are responsible for the cost of students who participate in PSAT/NMSQT in other grades
(9, 11, etc.)

* PSAT/NMSQT scores will be available to ID SDE for Idaho assessment reports.
* Primary test day is: October 16, 2019

e Alternate test day is: October 30, 2019



Implementation Key Dates

Activities Date

Order test materials in TOS May—September 19, 2019
Request accommodations Now—August 27, 2019

Late accommodation requests Until September 4, 2019

Bulk Registration Window August 20—-September 19, 2019
Order, reduce, or increase test book order deadline September 19, 2019
Preadministration/non-secure materials arrive No later than September 13, 2019
Secure test materials arrive No later than October 9, 2019
Primary test date October 16, 2019

Alternate test date (if school cannot test on 10/16) October 30, 2019

Scores available to educators Early December 2019

Scores available to students Mid-December 2019

Complete grade level adjustments, fee waivers, remittance January 2020




New for PSAT/NMSQT 2019 '@




New for PSAT/NMSQT 2019

* Seating requirements have changed.
* The minimum distance between students has been reduced from 4 feet to 3 feet. Measured
from center of desk.
* Schools may seat 2 students at a table that is 6 feet or longer.
* Required staff-to-student ratios have been changed for accommodated rooms: the ratio is now 1
staff member per 20 students (instead of 1 to 10).
* Answer sheets have been modified to allow for more diverse gender identification.
* Test coordinators will now use their regularly scheduled UPS pickup or schedule their own, pre-
paid pickup of materials once testing is completed.
* Schools will be asked to add a pink label to their return shipping box if they have irregularities to
report.
 MP3 Audio Format will be a streaming download in place of a thumb drive. Thumb drives will be
available as a backup if school cannot download the materials.



Staff Roles and

Responsibilities




Test Staff Roles - Test Coordinator

* The test coordinator manages the test site and staff. They order all testing materials in the test
ordering site and ensure that they are received, handled, and stored securely. They are expected
to be at the school to supervise all activities related to testing, including preadministration
sessions and accommodated testing. They assume responsibility for fee waiver processing and

submitting payment of the invoice at the end of testing. they also are responsible for returning all
test materials.

* Online training is provided for all PSAT/NMSQT coordinators. Be sure to complete it well before

test day. The test coordinator will receive an email with more information about the training and
instructions for accessing it.



The SSD coordinator works with students to apply for accommodations through the SSD Online
portal. As part of the testing staff, the SSD coordinator accesses and prints the Nonstandard
Administration Report (NAR) and assists the PSAT/NMSQT coordinator in ordering materials, in
determining testing rooms and staff needed for administering the test with accommodations, and
in administering the test.

The SSD coordinator will be responsible for downloading and testing the MP3 audio format in
advance of test day. They will also assign proctors if needed to administer the MP3 version on
test day.

The SSD coordinator may assist with finding appropriate staff for student who require assistance
from support staff e.g. readers, scribes, etc.

Accommodation requests are submitted by the SSD coordinator in the College Board online

request system, SSD Online. All accommodations must be approved by College Board in advance
in SSD Online.



Testing Staff Roles - Proctor

* Proctors are responsible for conducting a secure, valid administration. They are accountable for
everyone in the testing room and everything that takes place there. They account for all testing
materials in the testing room, conduct the testing, and monitor students to ensure a fair

administration.

* Proctors should be current or retired teachers, counselors, administrators, or other educators
familiar with test administration.



Testing Staff Roles - Hall or Room Monitors

* Hall monitors and room monitors assist you and your proctors with test administration duties.
Monitors do not administer the test, but they do help set up the testing area, monitor testing,
and check the hallways during testing.

e Monitors may be members of the school’s staff or other adults who have been trained to help you
and the proctors.



Cooperative Roles

* Promoting partnership to support students with disabilities

e Responsible for applying for
accommodations and printing the list
of students approved for
accommodations

Cooperative Responsibilities

The test coordinator can enlist the help of the SSD coordinator to assist with
planning the administration for students with disabilities.



College Board Systems & ' = __
Access o ‘
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College Board Professional Account

* A College Board Professional Account is required for all system access.
e Each user creates their own account at collegeboard.org to allow for a single sign-on to College
Board tools including:
e SSD Online
* Bulk Registration
* Test Day Training
e K12 Reporting Portal

* Access codes allow users to link their Professional Account to each system.
* Access codes are valid for one school year.
* Access codes are specific for each system and are used with the first new login.

* Access codes are typically provided via email and will only allow you to link your College
Board Account to the specific system that is identified in the email.
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New SSD Coordinators should go to
www.collegeboard.org to create a College Board

Professional Account if you don’t already have one.

Complete the SSD Coordinator Form, found at
www.collegeboard.org/ssd

= Provide information about you and your school.
= Obtain your principal’s signature.

= Fax the form to College Board (instruction on
form). An access code will be emailed
approximately 2-3 days after receipt of your form.

If you are the SSD Coordinator for more than one
school, you will need to submit a separate form for
each school you work with, but you should create only
one professional login account.

HENS;,
REHENS e
N :

©) CollegeBoard

Services for Students with Disabilities

SSD Coordinator Form

This form will establish you as the S50 Coordinator for your school and allow you to obtain access to 550 Online. If you do not already
have a professional login account with the College Board, you will need to create one at https://zccount.collegeboard.org/loginglogin. If
you are the S50 Coordinator for more than one schoal, you will need to submit a separate form for each schoal you work with, but you
should create only one professional login account.

Each school's primary S50 C i will also be consi the school's Testing Coordinator for in-schoal College Board testing. If a
school administers in-school tests, the primary S50 Coordinator will be responsible for receiving secure tests, as well as generating testing
rosters and Nonstandard Administration Reports for school-based testing.

Complete, sign, and fax this form to the College Board's Services for Students with Disabilities at 866-360-0114. Do not attach a cover
sheet to this form when faxing. All fields are required.

School Information

If your school doesn't have a code, enter “NfA” in the school code field and you will be sent a form to request one. If you don't know your
school's code, look it up at http://sat.collegeboard.org/register/sat-code-search.

School Code: School Name:

School Address:

City: State: ZIP Code:

Country:

Coordinator Information
Last Name: First Name: Middle Initial:

Date of Birth (MM/DD/YY): [ [

Work Telept Fax: Email:
Farms without valid, school-issued email addresses cannat be processed; please ensure your email is correct before submitting.

Gender: Male O Female O

Are you the primary S5D Coordinator for your school? Yes O No O

If not, provide the name of your school's primary 55D Coordinator:

Signatures

I confirm that | am my schoal’s i Services fol with D ilities Coordinator, or authorized to serve in this capacity, and
assume the esp onsibilities that include: advising sta ff dst :lem_snfp oper procedures in aj pplwrgfc testing ng a :Dummodatclrls submit
accommaodation requests on behalf of students; and mai ion related to alr and ilities. If |

serve as the 550 Testing Coordinator, | also assume responsit b|||tyln r providing secure testing conditions and timely return of materials.

S50 Coordinator Signature: Date:

School Principal or Assistant Principal Name:

School Principal or Assistant Principal Signature: Date:

Principal: Please be aware that by signing this form, you are itting this indivi ‘to request acc i for College Board
tests, and to access students' personal disability information.
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SSD coordinators use SSD Online to submit requests for accommodations on the behalf of
students.

 College Board will determine non-standard material orders to be shipped to schools for test
day.

Schools can have multiple SSD coordinators, but only one should be listed as the primary
coordinator who will receive communications from the College Board.

To access the system using your College Board account, complete the SSD Coordinator Form,
found on https://accommodations.collegeboard.org/forms

Within a couple of days, an access code will be sent to allow access.

e SSD online access remains active year to year.

|17
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Tasks for SSD Coordinators -'Ti\




Work With the Test Coordinator

The SSD coordinator and the test coordinator must collaborate to ensure a smooth administration.
The SSD coordinator will need to supply the test coordinator with:

A list of students approved for accommodations, and notification of any updates. This will prompt
the test coordinator to order test materials for that student and update the Master Student List.

A list of needed support staff for accommodated students.

Help with setting up any computers for flash drives or MP3 streaming.

Assistance with planning for rooms and materials.

19



Request Accommodations

Accommodation requests are submitted by the SSD coordinator in the College Board online request
system, SSD Online. All accommodations must be approved by College Board in advance in SSD
Online. Some accommodations will be automatically approved upon submission of the request,
while others will require documentation. Approvals that require documentation review may take
approximately seven weeks to process from the date College Board receives all documentation.

e Each school must have one SSD coordinator, but may have more.

* For detailed instructions on how to access SSD Online, see collegeboard.org/ssdonline.

 IMPORTANT: If a student needs temporary assistance for an injury such as a broken hand and
requires a large-block answer sheet, contact the SSD office. The support must be requested and
approved before test day.
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The SSD coordinator will:

Identify students who will be testing this year and confirm accommodations.
Use the dashboard in SSD Online to look up students or print the eligibility roster. The roster lists
all students approved for accommodations at your school.
Submit a request in SSD Online for new students or students who need accommodations that
have not yet been requested.
Verify the following information for students with previously approved accommodations:
 The accommodations approved match the student’s current identified accommodation
needs. (Submit updates in SSD Online.)
* The student’s name, birth date, and graduation date are correct. (Submit a name change
form to make any updates.)
Mail or fax updates to the eligibility roster (e.g., removing students no longer at your school).
Contact information is provided at collegeboard.org/ssdonline.
Submit requests in SSD Online to transfer newly enrolled students with previously approved
accommodations to your school’s SSD dashboard. On the first screen of questions, respond that a
request for accommodations has already been submitted, and that the student is a transfer
student.



http://collegeboard.org/ssdonline

Download and Verify the NAR

* The SSD coordinator will need to supply the test coordinator with the Nonstandard
Administration Report or NAR regularly in the weeks leading up to the test administration.

* The NAR, which can be accessed through SSD Online, will be available about 30 days before test
day and will be updated as accommodations are approved. A final NAR should be provided to the
test coordinator in the days before testing to ensure proper planning for test day. As additional
accommodations are approved, be sure to place test material orders for your additional students.

* IMPORTANT: If students test with any accommodations that are not preapproved by College
Board, scores for those students will not be reported.
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Accommodations

Fall 2019




The Tools

 Services for Students with Disabilities (SSD) Online:
The system for requesting accommodations and EL supports. College Board will use this system to
determine which materials are needed for students.
 Accommodations Request Deadline: August 27, 2019
e Late Accommodations Request Deadline: September 4, 2019 (late arrivals to a school or
district, new IEP or 504 plan approvals, etc.)
* Non-Standard Administration Report (NAR):
The NAR will provide a list of students approved for accommodations and provide which
accommodations have been approved for testing, which materials are needed, and when
students will test.
* Eligibility Roster:
A listing of all students at your school (Attending Institution - Al) with accommodations.
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Prepare to Test With Accommodations

College Board requires preapproval for all accommodations. Providing accommodations without
authorization may result in the student’s scores being canceled. To help ensure that the students
testing in your school receive reportable scores, provide testing accommodations only under one of
the following conditions:

* The student is included in the school’s online dashboard of students with approved
accommodations (available to the SSD coordinator through the SSD Online system).

* The student appears on the online NAR accessed by the SSD coordinator.
* Your SSD coordinator has verified the student’s eligibility with the College Board SSD office.

* The student has a documented College Board approval for accommodations. If a student presents
an eligibility letter, but does not appear on the NAR, you can test them as long as you have
enough materials.

|25



Students with accommodations must be tested with the correct testing materials, using the
corresponding scripts. All students, including those who are testing with accommodations, will
use the standard test books (with dark green covers) unless approved for another format (for
example, large print or braille). The proctor in the accommodated room should test students
using the scripts in this manual.

Accommodated students must adhere to all standard testing administrative procedures,
requirements, and timing regulations unless otherwise approved as an accommodation.

College Board offers extended time; special formats such as braille, MP3 audio, and large-print
materials; and other accommodations to approved students with documented needs. Some
students may be approved by College Board for one or more alternate test formats.
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Accommodations & Supports

Supports Available to Alternate Test
all Students Formats
o e Extended Time e Braille
’ R.epeat dlrc?cjclons e Additional Breaks e Large Print
’ Ilc:?i?icrgglsr:rs]mg e Modified settings e MP3
e Calculator for w- e Reader e Assistive
e Scribe Technology

calculator sections
e Large block

answer sheet

e Permission for
meds, food, drinks




Understanding Common

Accommodations "Ti\




Determining Accommodations

* The accommodations that schools request for students for the PSAT/NMSQT should be consistent
with the accommodations listed in their IEP/504 plans for instruction and assessments. In other
words, students should be already familiar with using the accommodation.

* We recognize that some terminology used in the creation of an IEP or 504 plan may differ from
the College Board nomenclature.

* For example, if a student typically has assessments read aloud in school, they may wish to
request a reader or MP3 audio format for oral presentation of the assessment.

* The school can determine the best option in consultation with the student and family.
* The College Board accommodations that follow are examples of commonly requested

accommodations. The College Board provides many different types of accommodations and will
review all requests that are made.

* When considering requests for timing accommodations, please keep in mind that the student
must use the entire time for which they are approved. They cannot move to the next section or
end the assessment when they are finished, even if they are the only student testing.
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Accommodated Timing and Breaks

* Some of your students may be approved for accommodations that require different timing and/or
breaks for one or more sections on the test.

» Students who are approved for extended time only in math will get extended time only for
the math section. Students approved for extended time in reading will receive extended time
for the entire test.

* A student can be approved for accommodated breaks of various types. During their breaks,
students who are approved for breaks due to their accommodations are still subject to the same
regulations that apply to standard breaks. Post break times for them as noted in the scripts.

* Extra breaks
 Extended breaks
* Breaks as needed

30



Test Aids and Support Staff

Students may be approved by College Board for aids or support staff such as a reader to dictate test
guestions, a braille device, or a scribe to record responses.

Some students may be approved for accommodations relating to the recording of answers. These
accommodations may include the following methods:

e Writer/scribe

* Braille writer

e Record responses in the test book

* Record answers on an enlarged (large-block) answer sheet

Students who are deaf or hearing-impaired:

* May be approved to have a sign language interpreter to translate test directions from spoken
English.

* May be approved to have a copy of the spoken directions and/or blank paper for
communicating with the proctor available on test day.
Students assisted by a reader:

* Take the test with 50% extended time unless already approved for 100% (or more) extended
time.

* Test in a 1-to-1 setting. 31



Test Aids and Support Staff (cont.)

Students assisted by a reader:

* Take the test with 50% extended time unless already approved for 100% (or more) extended
time.

* Test in a 1-to-1 setting.

* Will need a script for dictation of test questions (for use by the reader), a regular-type test
book (for use by the student), and possible additional test materials as approved by College
Board (for example, braille materials).

Readers may read only what is in the script (they may not elaborate), but may repeat questions as
often as requested.

Students who use readers or audio files in conjunction with other formats will find that the two
texts may differ slightly because the script read by a reader or the one recorded on the audio file
describes the figures in greater detail than is given in other formats.
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Large Print

Students who test with large print—14-point, 20-point, or larger print—test with standard time and
breaks (Script 1), unless approved by College Board for other accommodations. Students using test
books with larger than 14-point print must test in an accommodated room.
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Braille Test Formats

e Students who test with braille test formats have standard time and breaks (Script 1) unless
approved by College Board for other accommodations. The braille type used is Unified English
Braille (UEB). The Math Test sections are in the 1972 revised Nemeth Code. Make sure each
student approved for braille receives the Guide to the Nemeth Code and the Braille Reference
Information.

* The Guide to the Nemeth Code lists the current version of Nemeth Code mathematical symbols
with their meanings. Students may refer to the guide during the test if they are taking the braille
test or using the supplementary book of braille math graphs and figures. The Braille Reference
Information contains math reference material required for the braille test. Labels and numbers
given with figures can be found in corresponding locations in both the regular- and large-print
tests.

* To supplement each braille test, a regular-type test book is included as a reference. A reader’s
script will also be sent in case the student asks to have a question read.
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MP3 Audio Format (streaming)

* New this year! The MP3 audio format will be a downloadable application. The SSD Coordinator
will need to test the application in advance. If the streaming application does not work, schools
may request an MP3 Audio Format on flash drive.

 Computers used for the MP3 streaming application must have internet access; once the test is
launched, access to other applications will be disabled.

 Whenever possible, students should use earphones when testing with an audio format or text-to-
speech software. If earphones aren’t available, the student should be tested in a separate room.

* All students using an MP3 audio format will test with 100% extended time for the entire test and
will have an additional 45 minutes to complete Section 2. These students test over two days.
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 The ATC format is provided on a flash drive and requires each student to use a school-provided
computer that has a USB port.

* Make sure that any other electronic device used for testing, including a computer for use
of flash drives, a braille writer, or any magnifying machine, is not connected to the internet or
to any network (disable all Local Area Network (LAN) or ethernet connections).

* Disable all unapproved assistive features such as spell-checkers, grammar checkers,
thesauruses, dictionaries, or word processing features (for example, cut and paste).

* Any capability for recording, storage, snapshot, or transmission of data, whether in the form
of pictures, text, or other information, is strictly prohibited.

e Students testing with ATC will receive 100% extended time for Section 2 only. For all
other sections, they will receive the timing they are approved for by College Board (standard,
50%, or 100%).
e Students using the ATC format need to double-click on a separate file for each section and
enter the password printed on the ATC packaging. When timing of each section ends or for
accommodated breaks during test sections, they need to close the file.
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College Board Accommodations

= The majority of students with a current Individualized Education Program (IEP) or 504 Plan will
have those same accommodations automatically approved

= All accommodations requests will be submitted through the College Board SSD Online system.
= The entry of accommodations will go through one of two paths:

= School verification — Most requests will be approved automatically through our school-
verification system. The SSD Coordinator verifies that the student meets College Board
eligibility criteria and the student has documentation on file (e.g. IEP or 504).

= Documentation Review — Some requests require documentation such as extended time more
than 100%, different types of assistive technology and software, large print test book sizes
greater than 20-point font, and other special requests. These exceptions will require
documentation for further clarification.
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SSD Online Dashboard

\3
43355 SMEN

* Managing
. DaS h boa rd Helpful Links: Aboutthe Process s and Deadlines | S50 Forms | FAG
Accommodations
: : 30 Students |25 perpage ~| € >
v Access SSD online at: | .
| Create AP Monstandard Administration Report =
www.collegeboard.org/ss How to complete AR NARS »
d—0n||ne Narrow by: | & Code [alLa = H All Statuses - l l All Accommodations \ | All Dates - % Enter Student Name or S50 Mumber Q
\/ Use the DaSh boa rd tO I Only show students with pending Applications * Accommodations thatwere provided but not requested
Smelt reqUEStS, monltor Status @ Student Submitted Received Mext SAT g
. Registratian
status, and print reports.
Doe, John (#0000000007) oFTions ~ 04 Aug 2009 05 May 2009 14 Sep 2012
St Approved: Permission far foodfmedication
Documentation: Received 1 Pages on 06 May 2009
Gray, Macy (#0000000002) ofTions = 07 May 2009 03 May 2009 14 i 2012
i Approved: Permission for foodirmedication
Rubin, Andy (#0000000010) opTions = 02 Aug 2009 08 May 2009 14 Apr 2012
i Approved: Permission for faodimedication
Documentation: Received 1 Pages on 06 May 2009
AVAITING Gibs, Joe (#0000000014) oPtions~ 296 May 2009 08 May 2003 14 Apr 2012
INFORMATION Requested: Permission for foodimedication
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Log in to
www.collegeboard.org/ssdonline

Click “Submit accommodation
Request” in upper right corner.

Accommodation requests should

be submitted for all Grade 9, 10,
and 11 students.

\3
4sSEs SME‘“

ff’ CollegeBoard S

Services for Students with Disabilities

DﬁSthErd Helpful Links: About the Process | Test Dates and Deadlines | SSD Forms | FAQ

22 Students [25perpsos V| 4 » |

Creste Monstandard Administration Report =
Haow o complete MARS =

Clear all
Mamowby: | AlCode [ALLAI ¥| || Al Statuses = || All Accommodations » | | All Dates = | goo-i-  Enter Studenf Name or S50 Number O

[ Only show students with pending Applications * Aceommodations that were provided but not requested
Status 4 () Student Submitted  Received  Mext SAT
Registration
AVAITING , Tipenro (#0007025228) ormons~ 13 52p
INFORMATION Requested: Writing Grester than +100%, Listening +100% {double fime), Mathematical Caloulations 204

+100% {double time), Lange Print Test Book
Documentation: Received 5 Pages on 12 S=p 2018

Fisher, Externalreavc (#0007025217) ormoks - 18 Oct 10 Oct
Ll Requested: Preforential seating, Reading +50% (time and 1/2). Enlarged {Large Block) answer sheet 204 2018

(Mo bubblesinot scanned), Mathematical Calculstions +100% (double time]), 4-Function Caleulator, Extra

Brezks Between Test Sections

Documentation: Recelved 2 Pages on 18 Oct 2015

Kompella, KThree (#0007025137) oemions~ 05 Oct 05 Oct
Laiuly Requested: Reading +100% (double time]). Witing +50% (time and 1/2), Small group seffing. 2018 2018

Preferential seating

Documentation: Received 1 Pages on 05 Oct 2018

Speedrlk, Sparklsk (#0007024529) ormons = 04 Apr 04 Apr
Laiuly Requested: Reading Greater than +100%, Writing +50% {time and 1/2), Spesking Grester than +100%, 2018 2015

Mathematical Calculations +100% (double time)

Documentation: Received 3 Pages on 04 Agr 2018
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Submitting a New Request in SSD Online

. . f_f Coll Board My Accourt | Legouw
* Confirm whether an accommodations request P Services for Students with Disabilities
has been submitted P revious Iy for the student D ACCOMMODATIONS DOCUMENTATION
 If you are unsure if a request was already Student Details
. Chick here if you need to print cut the Student Information fonm to be completed by 3 Student or Parent.
submitted, choose “No” : pintut the SHEESIRRCESS ple t

Al fislds are required, uniess indicaled

Student Information

Has a Student Request for Accommodations already been submitted for this
student?

2 Na
2 Yes

Is this a Transfer Student?
I= this student 3 previously approved Transfer Student?

& No
o Yes
[ cantrue |
siemap | conectus | sbostus | press | oaress | Inkbowx | complience | clenrs of us= | pevecy policy TRUSTa
.23 The Cioliege Eoad :

41



Submitting a New Request in SSD Online

¥ CollegeBoard

Services for Studen 1 Disabilities

* Select “Continue” to proceed Before You Begin

1. Parent/Guardian Consent.

Before submitting a request for accommodations for College Board tests, schodls shoulkd kave parentiguardian
consent {0 share student information for students under 18 and to request accommaodations. If you do not have
parentiguan®an approval through the student's IEP, 504 or other school documentation, then a consent form
must be signed and kepl on fle. The school should maintain the completed. signed form with the students
records. Thi signed form does not need to be sent 1o the College Board. If the student s 18 or owver, the student
may grant consent to share student information with the CoBege Board

Click here for a printable parentguardian consent form

2. Documentation of the student’s disability and need for accommodations.

In onger to receive accommodations on College Board tests, a student should have documentation of a disability
and need for accommodations. You will be asked about the student's documentation during the online process.
In the majarity of cases, documentaton does not need 1o be sent io the College Board, However, in some cases,
you will need to send the documentation to the Callege Board for review. Upan completion of the onfine Reguest
for Accommodations; you will be notified as to whether documentation must be submitied, and will receive a
printable list of recommended documentation for the specific stedent. Documentation recommendations may
vary depending on the student’s disalility and r ted arco daticns.

With some exceptions, documentabion will be requested for the College Board's review when any of the following
circumstances apply: The student's only disability i "other impasrment”, the student has been declassified o has
no formal plan in place; the student nas not had an official educational plan, andfor used the reguested
accommaodations on schoof ests; the student needs more than 100% extended time; the student neads
Individualized testing; or the student needs testing accommaodations not commonly provided,

Click here for mare information aboul the College Board's documentation guidsiines

IMPORTANT NOTES

= This system should be used 1o request accommodations for the following Coliege Board tes!s anly: SAT
Reasoning Test, SAT Subject Tesis, Advanced Placement Program Exams, and PSATANMSQT &
PSAT10 ®, Once approved for accommodations, with mited exceptions, the student's approved
accommaedations remain valid for all nofed College Board tests.
* For Michigan schools, this sysfem should aiso be tsed to request sccommodanions for the PSAT &9

+ Onily one request for atcommodations should be submitted for a student. Should you wish to resubmit an
accommodation request, or addiremove accommodations, you may do so from the student’s Student
Detaits page.

+ START EARLY! Where documentation is requined, processing takes approximately seven weeks from
receipt of comglete informalion. if a siudent uses accommodations that have not been approved by the
College Board prior to the test administration, test scores will not be provided.
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Submitting a New Request in SSD Online

€’ CollegeBoard

STUDENT DETAILS DISABILITY

* Enter basic student information. You will

Student Information

n e e d to h ave th e St u d e nt ’S : Chick here if you need to print cut the Student Information fonm to be completed by a Student or Parent.

All fisids ars required, unless ndicsisd

e First and Last Name
e Date of Birth sememeen

* Middle Initial: * optional

* Expected high school graduation month —
& year D nfE:: [Month ~| /[Cay ~]  [rear ~ -

e Gender Expected High Sehool e ] | [Femr ]

Gender: O Msle (O Femsle

* Mailing address and phone number *SocSact [ |-[1-[ | et

Current School  [null(£71020) ~|

Mailing Address

@ USA, including its temitaries & Puerto Rica

O Outside of USA
Strestl:
Strestd:
City:
State: [[NONE ~] Zip ! Post Code:
Home Phone {example 2224115555)

Mext Intended College Board Test

Test: [Pleass Select =

Date: [ o] / [Femr ¥

B2 D CIETD
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Submitting a New Request in SSD Online

. . . ¥ CollegeBoard o et et
° Se I eCt th e StU d e nt'S d |agn Osed d |Sa b | I |ty Services for Students with Disabilities
" ACCOMMOD 4E MOCLUIM

Student Disability

Please indicate the student's diagnosed disability. Check all that apply. You may view disabiliies by category or

alphabetically. i the student's disability is no st«:|, use "Other”.

Selected Disabilities: Attention-DeficitHyperactivity Dizorder, Combined Type; Generalized Anxiety
Disorder

Exgend Al Sectons | Collapss A Sxctions
* Learning Disorder
* ADVHD (1 selected)
i Attention-DeficitHyperactivity Disorder, Combined Type
[ Attention-Deficit’Hyperactivity Disorder, Predominantly Inattentive Type (4D0)
[ Attention-DeficitHyperactivity Disorder, Fredeminantly Impulsiva/Hyperactive Type
* Hearing
* Autism Spectrum Disorders
* Visual
* Physical/Medical
* Communication Disorder/ Speech and Language
¢ Intellectual Disability
* Psychiatric (1 selected)
Generafized Arcdety Disorder
0O Panic Disorder
[ Post-Traumatic Stress Disorder
[ Deprezsion/Depressive Disorder
[ Bipolar Disarder
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Submitting a New Request in SSD Online

e Confirm disability and time period of first
occurrence

¥/ CollegeBoard

My Acoount | Logout
Services for Students with Disabilities

J ACCOMMODATIONS DOCUMENTATHON
Confirm Selected Disabilities

‘fou selected the following disabilities. Please confirm your selection and indicate the fiming when the disabiiny
first ocoumed.

DHzabiltty Time Parlod First Occurred
Attention-DeficitHyperactivity Disorder, L
Combined Type \Within the past 4 school months
&)
Longer than 4 school months ago
Generalized Anxiety Disorder L
Within the past 4 school months
&
Longer than 4 school months ago
Belect Another Disabilty |

si=map | confactus | mboutus | press | caress | nktows | compliance | tmemm ofuse | pehescy polcy TRUSTe
Coppright £ 23013 collsgsnoam oo, bnc D —y

45



Submitting a New Request in SSD Online

* Select the requested accommodations

HENS;,
REHENS e
o ;

1Dag,
O¢,
e

5
&
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p &
43355 SMF—“‘Q

GCOIIGQ'BBoard My Account | Logout

Services for Students with Disabilities

J N 4 " ACCOMMODATIONS DOCUMENTATION

Select Accommodations

Please indicate the accommodations that the student needs for College Board tests. Do not include
accommodations that the student uses in school if they are not needed for College Board tests.
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Selected Accommodation: (none)

Expand All Sections | Collapse All Sections @ Click o view Accommaodation Details
' » Extended Time

» Reading/ Seeing Text

» Recording Answers

» Extra/ Extended Breaks

» Modified Setting

» Other

» Use this section to add any additional comments regarding Accommodations
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g

Select Accommodations

o o . * Recording Answers

- Enlarged {Large Blodk) answer sheet (Mo bubbles/not scanned) @
Select Accommeodations
Computer (Werd Prooessor OMLY for essays ONLY) @

Writer/Saribe to Record Responses @

umentat Braille Writer @

mmodati

Record answers in test book @

Other (Documentation required) @

Selected Accommaodation: (none)

* Extra / Extended Breaks

Exqpand All Sectlans | Collapse All Sactions @ Click 1o view Accommodation Detalls
Extra/Extended bresks should be used for students whe need more time "off the dod™ in between

w Extended Time testing secticns or other exceptions to the standard break schedule.
Indicate the amount of extended time requested for each test or section type. Extended time Extra Breaks @

should be used if the students need additional testing time. College Board assessments do not
allow self-pacing therefore students will be required to sit for the entire duration of the extended
time requested for each test or section type. If you are not requesting extended time for a
particular test type, leave that section blank.

Extended Breaks @
Bresks As Nesded @
Permissicn to Test Blood Sugar @

Other {Decumentation required) @

* Modified Setting

FPreferential seating | — select seating preference — | aQ

Reading Small group setting @

Writtzn Langusge Expression School-Based Testing @
Cne-to-one testing @

Mathematical Calculations
Wheelchair Accessibility @

Listening (Forsign langusge snd music test
enhy)

Other (Documentation required) @

Spesking {Foreign language test onby)

Permission for focd/medication @

* Reading / Seeing Text Written copy of oral instructions @

Large Print Test Book| — sslect font size -~ v | @

Enlarged {Large Blodk) answer sheet (Mo bubbles/not scanned) @

Sign Language Interpreter for Oral Instructions ONLY @

Assistive Technelegy (Documentation required) @

Reader @ uditory Amplification / FM System @

MF2 Audic @ 4-Function Calculator @

Other (Documentation required) @

Braille @

Magnifier {Documentation required) @
Magnifying Machine {Documentation required) @ * Use this section to add any additional comments regarding Accommodations.
Bsrsille graphs and figures @ Lis2 this ares i 200 any soaitional comments
Colored Owerlay @ add

Assistive Technology Compatible Test Form (Documentation required) @

Orther {Documentation required) &
=3
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Submitting a New Request in SSD Online

* Confirm accommodations
Confirm Selected Accommodations

You selected the following accommodations. Please confirm your selection(s) and indicate if the Student is

consistently using the accommodations on school tests and whether the accommodations are part of a current
IEP, 504 or formal plan.

Accommodation

Writing +50% (time and 1/2)

Is the Student consistently using this If the Student has a current |IEP, 504, or formal plan, does it
accommodation for school tests ? include this accommodation?

) Yes ) Yes

() No (Documentation required) () No (Documentation required)

Mathematical Calculations +50% (time and 1/2)

Is the Student consistently using this If the Student has a current |IEP, 504, or formal plan, does it
accommodation for school tests ? include this accommodation?

) Yes @ Yes

) No (Documentation required) () No (Documentation required)

Reading +50% (time and 1/2)

Is the Student consistently using this If the Student has a current |IEP, 504, or formal plan, does it
accommodation for school tests ? include this accommodation?
O Yes @ Yes
) No (Documentation required) ) No (Documentation required)
| Select Another Accommodation |
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Submitting a New Request in SSD Onl

* Answer questions about the student’s plan
: v
and documentation -

Does the ] 1 plan in place that was approved by the school, such as an
IEP, 504

Formal Education Plan / Program Verification

1 . L
i (:01199'9303“1 Is there a current school-generated formal educational plan/program that is approved for the student. (To be
g cument, the plan/program must have been approved within the past 12 months.}

® Yes, a current formal education plan is approved for the student.
Please indicate the type of program:

@® Current IEP Individual Education Program approved by the student's school that aligns with
state IEP g 1es andfor the requil wents of the Indivi with Education
Act (IDEA).

) Cumrent 504 | Formal education plan approved by the student's school that aligns with Section
Plan | 504 of the Rehabilitation Act.

Current | Formal plan approved by the school, other than an IEP or 504, that meets the
Verification o L ,
Evaluation Testing Qualified | following criteria:
Piease ndicate if your school records contain one of more of the following testsievalabons for the student Formal Plan
Req for l‘l of doc willl il on e s and Created by a group of pecple who know the student, understand the
ace: In 2 he of i aned meaning of the evaluation results, and the available accommodations;
¢ v ypes and that was dewveloped using tests or evaluations that:

theredore not all tests/evalustions isted may be nesded See Documentabon gudelnes
1) Are appropriate for the student's diagnosis and needs,

) Was a Psychistric Evalustion conducted?
2) Were administered by those who meet state andior professional

2Yes, atest was conducisd guidelines. for administering the evaluations and for diagnosing the
disability in question, and

i No. @ sl has not been conducted (Documentabon may be mqueied)
3) Demonstrate the student’s disability and need for accommodations.

) was a Psychiatric Update conducted wihen the ast 12 months? o Current | Formal education/medicsl plan approved by the school that is not covered by
Formal | the above options.

Yes, a test was conducted Written
Plan/Program

& Mo. & test has not been conducted (Documentaton may ba meouned)

Please provide your best estimate of the date that the INITIAL (first ever) plan went into effect for the
student, EVEMN IF AT ANOTHER SCHOOL. (MOTE: Estimate the approximate date of the student's
FIRST plan, NOT cument plan. For example, if this is the student’s triennial evaluation, the student has
had the plan in place for approximately 3 years. If this is a new student at your school, but the student
had an IEP or 504 plan at the previous school, use the date of the prior school's plan.)

@ | know the specific date: ]

< | am not sure of the date, but it was within the last 4 school months.

(2 1 don't know f remember the specific date, or it was more than 4 school months ago

> No, a current formal education plan is not currently approved for the student (Documentation
reguired).

Cancel Save & Exit
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Submitting a New Request in SSD Online

* Most requests will be approved automatically

through our school-verification system

e Based on the information provided by the SSD

coordinator, the system will identify “No
Documentation is Required”

=
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S Cﬂll&gﬂﬂﬂﬂrﬂ My Account | Logout

Services for Students with Disabilities

Your Accommodation Request |s Ready to Submit

you will need o provide
ility and
r the student is
al

documentation that y st us in determining the student's accommodations.

Requested Documentation

Mo Documentation is Required
Student Information
Piease confirm the micemabon below and make any changes prior 1o you final submission. When you are ready dick the Submi bufion al the
battom of the paga.
BASIC INFORMATION MAILING ADDRESS SCHOOL INFORMATION
Hame John Dos 1425 Lower Femy Rd High Schiool Code 311262
[iata of Bath Jam 1, 1997 Ening, b Daie 3 High Schoat Nama: ETS HIGH
Expacted High School Home Phone: (222)111-5555 SCHOOL/MARGOD MERTWETHER
Oraduation Date: Jun, N16 Emai
Gander Maba

SCHOOL ADDRESS

Rosadale Road

Princeton, NJ (8541, US
“Edit |
Selected Disability Selected Accommodation
Disorder of Written Expression, Central Auditory Processing, Eoira | Exlendad Breav: Extra Breaks Batween Test Sections
Convergence Insufficiency I

Edit |
Edil |




Submitting a New Request in SSD Online

© CollegeBoard
* In some cases, you may be prompted to
provide additional documentation.

er forms of documentation

* When asked for documentation, ity s b=, you o e e documeniton Ut = Suggesies o Eyunavecher
upload/provide the requested student
I[EPs or Section 504 Plans. Recommended Documentation (Please read above, not ail exampies noted are

required.)

added. Please s llepeboard orglssd additional information

o Cognitive Ability (Commony wsed pests that messune cognifee aoites)

Cogritve sciRy eSS shoud e F Y adminisiered, and of geneml
lmmuulummumammmmmumm visum
ETCIESIING, gEnEnE Enowisdge, memory snd sfEstion, Imormation processing, and sgesd or eaiet

L VUAE!, KEST-Z, o) mne not and, without an addbional betiery of fesis A ot SuTcent
evelaiz cognitive eolfy. Flease provide scaled andior standand scores for sach suctest, soones, and en

g Wihy i this recommended ™

) Academic Achievement (Commonty wssd tsis St mesmur: scsdemic schimemend

Achievement tesis should be naidon ed, comorehensive sssessmenis of academic achleverment. They
rERTLNE BCEIEMIC fUnCioning N aneEs such =X rmading, math and wiiten e, WRAT-£,

1| B o CompranmnE e S BGROSHC SSsemsantS B, WROLT BN BSSTionel Dafiery Cf 15t ne NSt SUMCENE 1o mumLEe & QlaSiTy

Piesse pr scores for al sustesis, os wel os The weitten report. Age or grace sguivalents, ranges, perceniies or
FFi soores ane not suficient.

@ Wity i this necommendied™

E) Psychiatric Evaluation
For psychiafric disabiies. documeniation should show that a comprehensive sssessment e o arrhee at e and
mmnmmmmm Crocumenimtion Shoukd Includs B Ristory, e natures 2nd seyverty of
procedures and evaluation siromenis used o makes the diagnosis, 8 nametive summeary of the:
Evelomtion rezuls, n-rr:mnm rrsdication (pEst END CUMmEnT) as wel 25 s rEnonale for SECh SCIITON EIO NELomTTEnd el oy the

Evemlomior. A qualitEtve descrintion of how your disaniity Impacts pour functioning, = Impact on pour
by o ke Coliege Soaxd tests, shoukd be Included. I most oeses, & medical note s not o =
for the ComprEhensioe besting.

@ Wity i this necommendied™

) Psychizatric Update within one year
For psychioiric dissbliilies. on ennunl cvnlunion updrie shoskd be done within 42 months of the regusst for acommodoiions, desoribing
the current manfestation of your Gsaniiity and the =Sect mat it hes on pour scademic funcioning and stilky b participass in
sendarired s,

@ Wity i this necommendied™

B Teacher Observations

Teacher the the shuden?s dszbility In schoal and we ol 5 for schook-
e tests (T=scher Sursey $omm ey be L)

@ Wity i this necommendied™
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Submitting a New Request in SSD Online

<&
AssessmeN

e Upload the requested documents
(upload to SSD Online, fax, or mail)

* You will receive an e-mail notification
once the request has been processed;
log in to SSD Online to view the
deCiSion Ietter. Submit Documentation X e

This request requires documentation to support the student's need for accommodations.
Documentation can be submitted online or can be faxed to Services for Students with Disabilities. Please select from
one of the options below.

To submit documentation at a later time, go back to your Dashboard and select Options next to the student’s name on
your Dashboard and chose your preferred method of submission.

~ 9 unt | Logout
{ (CollegeBoard Services for Students with Disabilities

Please note that only Adobe Acrobat .pdf documents can be submitted enline at this time. Other types of documents
are not currently supported and will need to be faxed.

Cover Page
Upload Documentation Now ‘ { Fax Documentation Now Back to Dashboard

d f mn i ed b i documentation and provide it
fill out and print this f

Cover Sheet

S L e Mavigate student to Upload Submlt_ request for _ Submlt_rquest for _
S s Documents page accommodations and navigate accommaodations and navigate
At Coordinator to covershest Coordinator to dashboard
High School:  Thomas Edison High School

Grade: 1

To: College Board Services for Students with Disabilities

FAX INFORMATION SSD COORDINATOR CONTACT INFO:
Fax Mumber: 212.222.1221 Name: Jane Lewis

Attention: Jim Johnson Phone: 212.222.2223

Mumber of pages: ‘ | Email: jlewis@school.edu

(including cover sheet)
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Documentation Guidelines

Documentation should address:

 What: Provide the student’s
documented disability

 How: Describe the functional
impact and degree of impact.
The mere presence of a
disability does not necessarily
mean a student requires testing
accommodations on College
Board tests.

* Why: Show the need for the
specific accommodation being
requested.

» If requested, documentation that includes the following
information is most helpful in the review process:

State the specific disability as diagnosed

Be current (varies based on disability/documentation)
Provide relevant educational, developmental and medical
history

Describe the comprehensive testing techniques, if
applicable

Describe the functional limitations

Describe the specific accommodations

Establish the professional credentials of the evaluator

= Send documentation that was used to make the determination
even if out of date with any current information about the
student. Please note that schools are not required to have
students retested to support any documentation request.

= Any application can be resubmitted if not approved with
additional documentation for consideration even if after the SSD
submission deadline.
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The Nonstandard

Administration Report
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The PSAT/NMSQT NAR provides a list of all approved students with accommodations for testing.

SSD coordinators will access and print the NAR from the SSD Online Dashboard.

The NAR will be used to populate your Master Student List (roster) as well as act as room rosters

for accommodated testing.

The NAR includes
e a summary of students with their SSD numbers,

* a list of students who will test with
accommodations, and

* instructions for testing students with
accommodations.

The NAR will be available approximately 4 weeks
prior to test day.

Until the NAR is available, the Eligibility Roster in
SSD Online can be used to see all students currently
approved for accommodations at your school.
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SefActionaction ,0 v & 0‘ @ Dashboard - Services for St.. %

My Account | Logout
6 CollegeBoard _ il e
Services for Students with Disabilities
DaShboard Helpful Links: About the Process | Test Dates and Deadlines | SSD Forms | FAQ
0 Students (22 perpage v 4 b  Crat lgbly Rt Merge Sudors
Go To State-Allowed Accommodation Dashboard v Create Nonstandard Administration Report | v

dat AP

PSATINMSQT & PSATI0

Narrow by: [ EnterAlGode Q) HAIl Statuses » ] l All Accommodations + HAII Dates » l Clearall 1t Stugent Name PSAT 42
SAT - Mar 10, 2018

(] Only show students with pending Applications  [_] Only show students with missing data * Actommodations that Wer SAT . aj Siudens

Status B @ Student Submitted Received GAT - School D
Kegistraton

sitemap | contactus | aboutus | press | careers | linktous | compliance | termsofuse | privacy policy TRUSTe

© 2013 The College Board C AT RIVACY
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Next Steps

* The accommodations that schools request for students for the PSAT/NMSQT should be consistent
with the accommodations they use on a daily basis both during instruction and assessments.
 |dentify students who will be testing this year
e Confirm their accommodations are approved in SSD Online
* Or, request accommodations for them in SSD Online.
* Monitor approvals of accommodations in SSD Online so that the test coordinator may order any
necessary alternate formats in the Test Ordering System.
* To receive testing materials, the order must be placed in Test Ordering System by
e September 19, 2019
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Questions? Who to Contact

* Danielle Taylor, Idaho SDE: dtaylor@sde.idaho.gov

* Paul Kleinert: pkleinert@sde.ldaho.gov

* Idaho Field Team: ldahoSDSupport@collegeboard.org
* Steven McCue: smccue@collegeboard.org

Eddie Pawlawski: cpawlawski@collegeboard.org
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