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► Our goal today is to share the latest updates in the area of 
accommodations.

► What’s new?

► Review of the College Board Accommodations Request Process

► Preparing for Test Day

► Q&A
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Agenda
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Key Dates
Activity Audience Dates

Accommodations Requests SSD Coordinator Now‐2/15/17

Registration Information Arrive  District/Schools Early January 2017

Voucher Registration Window Students/Schools 1/25/17‐3/22/17

Bulk Registration Window District Coordinator 2/6/17‐3/10/17

Test Day Supervisor Training Test Center Supervisor
SSD Coordinator
Test Day Staff

2/9/17 – 3/17/17

Test Materials Arrive in Schools Test Center Supervisor
SSD Coordinator 4/6/17

Test Day Test Center Supervisor
Test Day Staff 4/11/17

Accommodated Test Window for students 
on the NAR

SSD Coordinator 4/11/17‐4/24/17

Makeup Test Day Test Center Supervisor
Test Day Staff 4/25/17



► Test Center Supervisor – is responsible for all aspects of the SAT 
administration at the school

► Services for Students with Disabilities (SSD) Coordinator(s) – is 
responsible for overseeing all aspects of the SAT administration for 
students testing with accommodations

► Associate Supervisor – is the test administrator

► Proctors – assists the associate supervisor with monitoring students in 
the testing room

► Hall Proctor– is responsible for monitoring the hallways on test day

► Principal – receives general information about test day activities
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Testing Roles



► Being the school’s liaison with the College Board’s Services for 
Students with Disabilities office.

► Submitting accommodation requests for students with demonstrated 
needs.

► Responsible for all aspects of testing at the school for students with 
accommodations who appear on the Non-standard Administration 
Roster (NAR).

► Schools will identify a primary SSD Coordinator.  

► Ensure all test day staff are appropriately trained to ensure associate 
supervisor(s) are prepared.

SSD Coordinator is responsible for:

Roles & Responsibilities
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New for Spring 2017



► Beginning January 1, 2017, the majority of students with a current 
Individualized Education Program (IEP) or 504 Plan will have those 
same accommodations automatically approved for taking the SAT, 
PSAT 10, PSAT/NMSQT, SAT Subject Tests and AP Exams. 

► SSD Coordinators will answer two questions

► “Is the requested accommodation(s) in the student’s plan?”

► “Has the student used the accommodation(s) for school testing?” 

► If the answer is yes to both questions, eligible students can be approved 
to receive most accommodations on College Board exams. 

► This new process is expected to reduce the approval time for an 
overwhelming majority of accommodation requests.

7

New Process



► English Language Learner (ELL) Supports

► Scores will be college and scholarship reportable

► NO advance request required

► Translated Test Directions for ELL students

► Printed versions of the test directions will be downloadable for 
educators to distribute to students on test day as needed.

► Languages: Spanish, Arabic, Haitian Creole, Mandarin, Portuguese, 
Polish, Russian, Vietnamese

► Other languages can be supported “on the fly” by approved 
translators.

► Word for Word glossary for ELL students

► School may provide approved glossaries to students on test day
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ELL Supports



Accommodations



► Accommodations requests must be submitted by 2/15/17.

► Students with approved accommodations will receive college reportable 
scores.  Once approved for accommodations, with limited exceptions, a 
student remains approved for all College Board tests.

► All accommodations requests will be submitted through our 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 font sizes significantly different than those 
requested by most students, and other special requests. These exceptions 
will require documentation for further clarification.  
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College Board Accommodations



► Student must have a documented disability 

► Functional impact needs to be demonstrated.  

► Must show need for the specific accommodation being requested
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Who is Eligible?



► Returning SSD Coordinators do not need to do anything.

► New SSD Coordinators should go to www.collegeboard.org to create a 
College Board Professional Account if you don’t already have one.  If 
you have one already, do not create a new one.

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

► Provides information about you and your school.

► Requires principal’s signature.

► 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.

12

Creating your SSD Online Account



► Online request process - Log in at any time to see status of students’ request or 
to print a list of approved students.  Go to:  www.collegeboard.org/ssdonline
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What is the Request Process?



► Confirm parental consent.  You 
may print our consent form if
needed.

► Search for a student  or enter 
a basic student information for a 
new request. 
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Request Process



► Answer questions about
the student’s disability.
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Request Process



► Answer questions 
about requested 
accommodations.
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Request Process



► Answer questions about 
the students plan 
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Request Process



► Most requests will be 
approved automatically
through our school-
verification system. The 
system will identify 
“No Documentation 
is Required”.
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Request Process



► In some cases, you may be prompted 
to provide additional documentation.

► Submit the students IEP or 504 plan
along with other documentation
to explain:

► What is the student’s disability

► How is the student functionally 
impacted, and

► Why does the accommodation being 
requested meet the need

► There is no specific documentation
requirements, be sure any 
documentation answers the 
What, How, and Why questions.
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Request Process



► Submit documentation 
(upload to SSD Online, 
fax, or mail) when required.

► Receive e-mail notification 
that decision has been made; 
log in to view decision letter.
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Request Process



► Requests that go through the school verification process will be 
approved relatively quickly.

► Requests that require additional documentation may take several 
weeks.

► You will receive an email when a decision has been made on your 
request.  Or, you may check the Dashboard in SSD Online for the latest 
status.
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Request Process



Working with the SSD 
Online Dashboard



► Reopen the request

► From the Dashboard, locate the student

► Select “Options;”

► Click “Create Change Request;”
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Changes to Previously 
Submitted Requests

View Decision Letter
Create change Request
Resubmit Request



► Print, complete, and fax in the change request form to College Board’s 
secure electronic document system. 

► The status of the request 
will change to Document 
Review and once approved, 
the SSD Online Dashboard 
will reflect the approval 
status.
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Changes to Previously Submitted 
Requests



► From SSD Online Dashboard

► Click Submit Accommodations Request in the top right corner

► A screen titled “Before You Begin” will open. 

► Read the information provided and click Continue to proceed.

► On the Student Details page, respond “Yes” to these two questions: 
“Has a Student Eligibility Form already been submitted for this student?” 
and “Is this a Transfer Student?”

► You will be asked for the student’s name, date of birth, and SSD 
Number.

► If the student is requesting different accommodations from those 
approved or is not receiving the approved accommodations at your 
school, documentation review may be required. 
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Transferring a New Student to Your 
SSD Online Dashboard



► The following are ways to obtain a student’s SSD number if they are 
new to your school:

► Ask the student or parent if they have a copy of the eligibility letter.

► Contact the student’s previous school and request a copy of the 
eligibility letter.

► Contact the SAT School Day Support Line and choose SSD option

► Have the student login to his/her account to obtain eligibility letter. 
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Obtaining a Student’s SSD Number



Step 1: Student logs into CB account (www.student.collegeboard.org)

Obtaining a Student’s SSD Number:
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Step 2: Select “My Plan”

Obtaining a Student’s SSD Number
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Step 3: Select “My Tests”

Obtaining a Student’s SSD Number
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Step 4: View the Eligibility Letter

Obtaining a Student’s SSD Number
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► To remove a student from your dashboard that no longer attends your school:

► Login to SSD Online

► From the dashboard, create eligibility roster

► Print roster

► Find the student’s name that needs to be removed from your dashboard, and 
write this information on the roster about the specific student(s)

► Fax annotated roster to (866) 360-0114.  
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Removing a Student that has 
Transferred to Another School



Roster & Materials



► Will test under the Test Center Supervisor

► Schools will receive Admission Tickets in late March for all students.

► Initial Test Date – 4/11/17

► Make up Testing – 4/25/17

► Students, not testing in the accommodated window, who miss the 
initial test date will test on the makeup.

► Test Center Supervisors must respond to the makeup email by 
4/13/17 in order to receive materials.

► New SAT test books will be sent for all students testing on the 
makeup test date. 
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Students on the 
Online Attendance Roster



► Will test under the SSD Coordinator

► Schools will receive Admission Tickets in late March for all students.

► Students who are testing with certain accommodations, identified on the 
Non Standard Accommodation Report (NAR) will have a window to test.

► The Accommodated Testing Window for students on the NAR.

► Accommodations window 4/11/17 – 4/24/17

► Students testing with accommodations over 2-days should test on 
consecutive days.  All testing must be complete by 4/24/17.

► There is no additional makeup testing date.
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Students on the Nonstandard 
Accommodations Report (NAR)
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SAT Testing Rooms



► The College Board will determine which materials to ship based on:

► The registered students (voucher or bulk method)

► The school requested accommodations
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Test Material Order Window

Standard Room 
Testing

Roster Testing 
with 

Accommodations

NAR Room Testing 
with 

Accommodations



Planning for Test Day



► The standard schedule includes testing room doors closing at 8 a.m. for 
pre-admin activities and testing beginning at 8:30 a.m.  

► Schools may alter the start time by 30 minutes and therefore close 
testing room doors as early as 7:30 a.m. or as late as 8:30 a.m., and 
they may start testing any time between 8:00 a.m. and 9:00 a.m. 

► The start time applies to standard test takers as well as accommodated 
test takers. 

► Schools must complete testing before breaking for lunch unless the 
student is approved for an accommodation that tests over 2-days.
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SAT Planning for Test Day



► The pre-administration time includes important directions and 
completing information on the answer sheet. This must be 
completed on test day for SAT.  
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Standard Schedule

SAT SAT with Essay 
(in minutes)

Pre‐admin Time 30
Reading 65
Break 10
Writing and Language 35
Math (no calculator) 25
Break 5
Math (with calculator) 55
Break  2
Book collection/ Essay distribution 15
Essay 50
Total (hours, minutes) 4h, 52m



Planning Rooms and 
Staffing



► The SSD Coordinator will be using the Non-Standard Accommodations Roster 
(NAR), accessible via SSD Online, to refine rooms and staffing.

► If more than a single room is required for testing, the SSD Coordinator will need 
to identify Associate Supervisors to assist with testing.

► Size of cohort testing and size of rooms used for testing determine number of 
rooms needed.
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Preparing Rooms and Staffing



► Size of cohort testing and size of rooms used for testing determine 
number of rooms needed. Options include:

► Larger spaces, such as auditoriums and gymnasiums

► Smaller spaces, such as classrooms

► Location of testing rooms within the building

► Separated from other classes/tests on different schedules or taking different 
assessments

► Minimize noise and other disruptions when classes or other assessments break 

► Area where there will be minimal noise/distractions from outside the building

► Access to restrooms
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Planning for Testing Rooms



► Use chairs with backs.

► Face seats in the same direction.

► Place chairs directly behind those in the preceding row.

► Separate each student by a minimum of four feet from right to left 
(measure from center of desk).  

► Ensure unimpeded access to every student by staff.
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Seating and Furniture Requirements



► Seat only one student at a table measuring six feet in length or less.

► Seat students at least four feet apart and facing the same direction if tables 
longer than six feet are used.

► Provide a large, smooth writing surface, preferably desks or tables.

► Tablet-arm chairs must have a minimum writing surface of 12 x 15 inches.

► Study carrels, lapboards, language laboratory booths, and tables with 
partitions or dividers are not acceptable.
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Seating and Furniture Requirements
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Planning for Staffing Needs

► Each school should plan for one 
Test Center Supervisor and one 
SSD Coordinator. All test day staff 
must be district employees.

► There should be a minimum of one 
Associate Supervisor (test administrator)
for every 34 students for standard rooms
and one to 10 for nonstandard rooms. 

► Assign additional proctors to help using the
guidelines.

► At least one Hall Proctor is needed, 
but more could be needed depending
on the number of testing rooms in use.



► Managing everything within a testing room including management 
of all testing materials, conducting the test, and monitoring test-
takers to ensure a fair administration. 

► They must be a district 
employee 

► Each room requires 
one Associate 
Supervisor.

The Associate Supervisor Role is responsible for:

Associate Supervisor Role
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► The size of cohort testing, number of testing rooms and number of 
students in each room determine number of staff needed.

► Test Day staff must be a district employee

► Unless your school tests only a few students, you will need additional 
staff to assist the SSD Coordinator. 
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Planning for Staffing Needs



► School schedules will require some adjustments 

► Lunch periods

► Testing cannot be interrupted for lunch, so lunches must take place 
after testing is complete

► Students may eat snacks during breaks

► Bell schedules

► Bells must be silenced during test administration

Other Considerations

Planning for Test Day
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► SSD Coordinators are required to read all Supervisor manuals in 
advance of test day.

► SAT - Test Center Supervisors will receive a link to the Online Test Day 
Training.  They will need to share the link with the SSD Coordinator.

► The SSD Coordinator is responsible for training other testing 
staff that will support accommodated testing.  

► The SSD Coordinator should have the printed manuals with them on 
test day for quick and easy reference.
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Training for Test Day



Test Materials



► Test Materials will ship to schools to arrive no later than 4/6/17.

► Delivery dates will be adjusted for spring break schedules if needed.

► Test materials will be addressed to the Test Center Supervisor or SSD 
Coordinator.

► Upon receipt, test materials should be inventoried and resealed.

► Store securely until test day.

► Contact College Board immediately if there is a problem with your 
shipment – see the Test Center Supervisor’s Manual for specific 
instructions.

► Check materials daily until test day.  Contact College Board immediately 
if materials show evidence of tampering.
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Test Materials Delivery



► Make sure test day staff have the printed manuals with them on test day 
for quick and easy reference.

► When distributing answer sheets, test day staff should be sure to 
distribute the answer sheet to the correct student.

► After collecting test books and answer sheets, test day staff should 
review key information to prevent delays in scoring

► Secure the test books

► Check the AI or test center code has been correctly bubbled

► Make a copy of your rosters

► Respond to the Makeup Request Email
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Test Day



► The day before testing, the Test Center Supervisor will receive an email 
with information about the test materials pick-up by UPS.

► The email will include a confirmation number along with the date and time of the 
pick-up.

► Return all used and unused test materials for SAT.

► All materials must be shipped by close of business the day after testing. 

► Follow packing and addressing instructions exactly.  Errors will lead to 
scoring delays.

► Prepaid shipping labels, with the correct addresses for each box, are 
included with the test materials..

► If you have any questions, contact College Board Test Administration 
Services for assistance.
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Test Material Returns
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Test Materials Return



► Melanie Jones, Idaho State Department of Education

► 208-332-6933
mjones@sde.idaho.gov

► College Board’s Idaho School Day Support: 

► 866-253-0385
SATSchoolDaySupport@collegeboard.org
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Contact Information


