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Agenda

» 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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Key Dates

T T S R

Accommodations Requests
Registration Information Arrive
Voucher Registration Window
Bulk Registration Window

Test Day Supervisor Training

Test Materials Arrive in Schools
Test Day
Accommodated Test Window for students

on the NAR
Makeup Test Day

SSD Coordinator
District/Schools
Students/Schools
District Coordinator

Test Center Supervisor
SSD Coordinator
Test Day Staff

Test Center Supervisor
SSD Coordinator

Test Center Supervisor
Test Day Staff

SSD Coordinator

Test Center Supervisor
Test Day Staff

Now-2/15/17
Early January 2017
1/25/17-3/22/17
2/6/17-3/10/17

2/9/17 -3/17/17
4/6/17
4/11/17
4/11/17-4/24/17

4/25/17
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Testing Roles

» 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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Roles & Responsibilities

» 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.
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New for Spring 2017




New Process

» 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.
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ELL Supports

» 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, Viethamese

» 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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College Board 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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Who is Eligible?

» 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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Creating your SSD Online Account

12

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.
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What is the Request Process?

» 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

DaS h boa rd Helpful Links: Aboutthe Proc | TestDates and Deadlines | S50 Forms | FAG

1 30 Students |25 perpage ¥ 4P Create Eligibility Roster  Submit Eligibility Form ’

Create AP Monstandard Administration Report =
Howy to complete AP MARS =

Narrowby: Al Code [alial x| || All Statuses ~ || All Accommodations = | | All Dates ~ | _gleelggill Enter Student Name or SSD Number Q
I™ Only show students with pending Applications = accormrodations that were provided but not reguested
Status @ Student Submitted Received fext BAT w
Registration
Doe, John (#0000000007) opPTioNs ~ 04 Aug 2009 05 hay 2009 14 Sep 2012
PROCESSING
Approved: Fermission for foodfmedication
Documentation: Received 1 Pages on 06 kay 2009
Gray, Macy (#0000000002) ceTions = 07 May 2009 03 hay 2009 14 Jun 2012
SRRt Approved: Permission for foodfmedication
Rubin, Andy (#0000000010) oPTions 07 Aug 2009 0F hay 2009 14 Apr 2012
PROCESSING
Approved: Fermission for foodfimedication
Documentation: Received 1 Fages on 06 May 2009
1 ANAITIHG Gibs, Joe (#0000000014) orTions = 25 May 2009 05 May 2009 14 Apr 2012

INFORMATION Requested: Permission for foodimedication




Request Process s e S

Student Information

Cick here if you need ko pri = Student Information fomm ko be completed by a Student or Parent.

» Confirm parental consent. You

Al fizkds are requirsd, unfess indicated
may print our consent form if e
needed. o
* Middle Initial: * optional
» Search for a student or enter Lest ame:
. . . * Email: * onfional
a basic student information for a - i —
new request. Expeted tigh Schol gy [
Gender: O Msle O Female
% CollegeBoard Qe S BT e
Current Schoal [nullj£7 1020 |

Before You Begin

Mailing Address

{® USA, incheding iis temitosies & Fuerte Rico

- © Cutside of USA
1. Parent/Guardian Consent. S
ireet]:
Before submitting 3 reguest for accommeadations for College Board tests, schools should hawe par|
consent to share student information for students under 18 and to request accommodstions. F you Strestl:
parentguandian approval through the student’s IEP, 504 or other school documentstion, then a co Ciy
must be signed and kept on file. The schood should maintzin the completed, signed form with the o '
r=cords. The signed form does not need to be sent to the Collegs Board. | the student is 13 or ovd Seate: [[NOME ] Zip | Post Code:
may grant consent to share student information with the College Board. s P 2221115555)

Click here for a printsble parent’student agreement form

Mext Intended College Board Test

2. Documentation of the student's digability and need for accommodation Test: [Fleass Saieat -
In order to receive accommodations on Cofiege Board tests, a student should have documentation Date: !

and need for accormmodations. Youw will be asked about the student’s documentation during the on
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Request Process

“ CollegeBoard My Actours | Legout

Senvices for Students with Disabilifies

> Answer questions about o ACCOMMODATION OCUMENTATION
the student’s disability. Student Disability

Please ndicate the student's diagnosed disability. Check 3l that apply. Yiou may wiew disabiliies by categony or
glphabetically. If the student's disability is not ksted, use "Other”,

¥/ CollegeBoard

v

Confirm Selected Disabilities Selected Disabilities: Atertion-DeficitHyperactivity Disorder, Combined Type: Generalized Ansiety
You selected the Ellowing disahilities. Plesse canfinm your selection and indic Dizorder

first o wed. Expend Al Ssclons | Collapse A Bedions

* Leaming Disorder

Time Pariod Firet Oecul

| Disabay = ADVHD (1 selected)
Attention-DeficitHyperactivity Dizorder, L] H Attention-DeficitHyperactivity Disarder, Combined Type
Combined Type Within the past 4 sch

[ Attention-DeficitiHyperactivity Disorder, Predominantly Insttentive Type (ADD)

L) [0 Atention-DefictHyperactivity Disorder, Predormenantly Impulsive/Hyperactive T)
Longer than 4 schoo i e cuci

* Hearing
Generalized Anxiety Disorder 1 - -
Within the past 4 sch * Autism Spectrum Disorders
o * Visual

Longer than 4 schoo :
* Physical/Medical

Seiact Another Oisakinty | * Commumication Disorder/ Speech and Language

* Inteflectual Disability

F Genersfized Arcdety Disorder
sie s | consctus | =bootos | press | cameers | ks | compiiance |t of pse | peed ] Panic Di e

Capyright © 2073 collegeooan oom, inc
[ Post-Traumatic Stress Disorder
[ Deprezsion'Depressive Disorder
[ Bipolar Disorder




Request Process

My Account | Logout
» Answer questions Cc"“eg"‘ha“’ Senvices for Students with Disabilities
about req uested / Student Details o/ Disability Accommodations Documentation

accommodations. Student Accommodations

Please select only the accommodations that you are requesting on College Board tests, rather than all the
accommodations that the student currently gets at the school.
©) CollegeBoard | : ik bl

J J ACCOMMODA
Selected Accommodation: Reading Extra Time: +50%; Written Language Expression: +50%; Extra Breaks

Select Accommodations

Please indicate the accommodations that the student needs for College Boar
accommodations that the student uses in school if they are not needed for C¢ v Extended Time (2 selected)

Expand All Sections | Collapse &ll Sections @ Clicktoview Accommodation Details

Indicate the amount of extended time requested for each test or section type. If you are not requesting

Selected Accommodation: (none) extended time for a particular test type, leave that section blank.

+50% 3 ) Greater than @)

Expand All Sections | Collapse All Sections Test Section

{time & 1/2) ~ i 2 +100% i
» Extended Time

Reading v
» Reading / Seeing Text

Written Language Expression Ird
» Recording Answers
» Extra/Extended Breaks Mathematical Calculations - o -
» Modified Setting Listening (Foreign language and music test only) - [ -
[alther Speaking (Foreign language test only) r r r

» Use this section to add any additional comments regarding Accomn

v Extra/Extended Breaks (1 selected)
[¥; Extra Breaks @

[T Extended Breaks @
16 [T Breaks As Needed Wiy Cant| Select this? @




Request Process

0 CollegeBoard My Account | Logout
Services for Students with Disabilities

» Answer questions about
the students plan

v DOCUMENTATION

School Plan

Does the student currently have a formal education plan in place that was approved by the school,

=) ;
Q CollegeBoard Services B such as an IEP, 504 Plan, or other formal written plan?

v

Documentation

» efgiDIe 101 BCCOmImd BONS ON Qe BOara lests student must hatre
disabd®y & netd for aCCC T mentahon reQuir nis may vary deper
specfic dn r c DO e 5. YOou will need o sef
the Colege Board - YOul ans s ¢ wing G s will help us 10 ¢
most helpful for this student. and whether Ihe doc umentation needs 10 De reviewed by |

® Yes, a current formal education plan is approved for the student
Evaluation Testing Verification

Please indicate the type of program: | Current IEP v
Please ndcate d your school records contan one or more of the following lests/evalupt
Requests for verfication of documentabon wil dffer depending on the student's disabl Please provide your best estimate of the date that the INITIAL (first ever) plan went into effect for the
accommodatons In some cases. the tests/evaluabons ksted below mn prv-\dt wnht student, EVEN IF AT ANOTHER SCHOOL. (NOTE: Estimate the approximate date of the student's
therefore not all tests/evaluations listed may be needed See | r ' 1 FIRST plan, NOT current plan. For example, if this is the student's tnennial evaluation, the student has
had the pian in place for approximately 3 years. If this is a new student at your school, but the student
) Was a Psychistric Evaluation conducted? had an IEP or 504 plan at the previous school, use the date of the prior school's plan)
Yes, atest was conducied
# No. a st has not been conducted (Documentaton may be requred) O 1 know the specific date: Month v 71y v

I am not sure of the date, but it was within the last 4 school months - Documentation Required
0 Was a Psychiatric Update conducted within the last 12 months?

1 don1 know / remember the specifiic date, or it was more than 4 school months ago
Yes._ a test was conducted

# No. a test has not been conducted (Documentaton may be required) O No, a current formal education plan Is not currently approved for the student (Documentation
required)




Request Process

>
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Most requests will be
approved automatically
through our school-
verification system. The
system will identify

“‘No Documentation

is Required”.

r-__.' Collegeﬁoard My Arcount Logoul

j Services for Students with Disabilities

Your Accommodation Request Is Ready to Submit

In oeder for us to determine if the requested accommodalions are appropriale, you will need 1o provide
documantation of tha student's disability and need for accommodations. Based on the student's disability and
requested ( 5, the documentation listed below will best assist in delermining whether the student 5
eligible for the re : ; ;

documentaton thal you

Requested Documentation

No Documentation is Required

Student Information

Praase confirm the mformation balow and maks any changes prior fo you final submission. When you am ready dick the Submit bution a1 the
bottom of the page

BASIC INFORMATION MAILING ADDRESS SCHOOL INFORMATION
S 1425 Lower Ferry Rd ik ol Tade- 1543
R g R ORetR 1% High Schoo e ETS HIGH
ke Tt it nie Fhone (2221111.5555 SCHOOLMARGO MERIWETHER
3 non Dat=: Jun, 2016
or Mata
SCHOOL ADDRESS
Rosadals Road
Princeton, NJ GBS41, US
Edil
Selected Disability Selected Accommodation
Disorder of Written Expression, Central Auditory Processing, St Eddencan Breses Extra Breaks Batween Test Sections
Converpence Insufficiency

Edit
Edit




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.

19
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ety Aormunt | Logout
Services for Students with Disabiliies

Your Accommodation Request Is Ready to Submit

DOCUMENTATION NEEDED. In order for us to determine if the requested accommadations are approprisie,
you will need to fax, mail or upload dxumallaﬁun of the: student’s need for sccommodations. Documentation
shuuld demanstrate the student's disab ot of the disability on Col Board tests, and need for the:
specific accommodations that are requesied. Based on the studenf's disshility and requested accommodafions,
the documentation Ested balow is recommended. We recognize that you may have other fooms of documentstion:
that may slso be helpful. If you do not have the documentation that is suggested, or if you hawe other
documentafion that you believe will assist us in determining the student’s need for accommodations, other types
of documentation may be substinuted or added. Please see collepeboard ongissd for additional information
regarding documentstion.

Recommended Documentation (Pleasze read above, not all examples noted are
required.)

o Cognitive Ability (Commony wmed s that messurs cogn

‘Sogritve sy tests soud e EITiEe, BN o of gEnerl
Irnziactusl & stﬂlsmmmumwpmMMWunzmu DSUEI FERLIN NG, VsuE
mmwﬁmﬂm—mcﬂmaum Imtormaton processing, and speed. = or on=t

. WAS], BET-Z, =io mnenct IS BN, Wihout an scdRicnal pattery of tests, are not suTicemt to
hﬂ.ﬂ:mﬂm DIy Flesse provice SCaiea andior sisndsr 300res for sach Sust=st, ST sCores, and an
ovenal messuE of gEnenal Imeiectiel aoity.

§ Why s this recommended™

a Academic Achievement [Commonty cxed ter St resse poetemic schswemeny
Achimvement tests shoud be mchvidusly sdminstemd. nadons mmmdmﬂmm
rmmsue acagemic fURCHoning N Snems puch sx reacing. matn and wriien expeemsion. Anorevisted acaderic memnues e VURAT-L
T BTE X COMEPENETINE JEgTOS asENE s A, Wit e mmmxmausnmmnuhumubm

Fimmse provice StEnce SIS for ) scstemic SUDGES, m el =g e riten raport AQe Of Qradi souiyslsnts, mrges, permenties o
FRPiscoees are not suficient.

@ Wihy & s recommencedT

£} Psychiatric Evaluation

For psychisiric disabifies, documeniafion should show thet = comprehessive sssessment wes conducied io anfve at She diagnoss and
b imt=eine fhe need for fie meouest=d ccomeocstionfs). Documesieton shoud Include B Tismry, the nature and s ity of
symptoms, summary of essessment procedunes and eveiusion instnemenis: used o maks the disgnosis, 8 nemtive summany of the
\evaliion resufs, remTent Bd macication {past and Cumend as wed ax & mEonele for snch sccommOdeSon rEcomImended by e
evalmior A qualebve description of how your disani ity Impacts your Boacemic funcioning, specically fis fanctional Fmpact on pour
oy o mioe Cofmge Soard st shoukd De included. I most Canes, B mecicel nofe = Not suTcen: BNG CaNACHsane ax e oSt

for the CcomEnehensive testing.

B Whyis this recommended?

o Psychiatric Update within one year
For psycnisic disabiifies. an ennusi =vslusfon updets showd be done within 12 months of the reguest for sccommodetions, descbing
the curment manfeststion of your cisabiity and the efiect St i hes on your scadermic funcioning snd =olly o perticipes
stancienized fests.

B Wiy is this recomimended =

0 Teacher Observations

"erm:tc,nse'\.m nm:mgm IEEct of Ine SITENTS dEanity T SINCT BN NS SIICENTS USE of SCIOMITo SI0NS T SIRo-
besed teshs [T reey form mey be used)

@ Why =commended?

Print Documentaton CheckEst



Request Process

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

Submit Documentation
X Close
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.

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

Please note that only Adobe Acrobat .pdf documents can be submitted online at this time. Other types of documents

are not currently su| rted and will need to be faxed.
Upload Documentation Now Fax Documentation Now Back to Dashboard J
Navigate student to Upload =1 Submit reduest for Submit réquest for
ack fo Documents page ient [accommodations and navigate accommodations and navigate
Coordinatorto coversheet Coordinator to dashboard

My unt | Logout

o~
L_’Collegeﬂoﬂl'd Semnvices for Students with Disabilities

Cover Page

The documentation required for this ication is listed bel e documentation and provide it
e fill out and print tt as your fax c eet.

Cover Sheet

I
SSD#: 22171

High School:  Thomas Edison High School
Grade: 11

To: College Board Services for Students with Disabilities

FAX INFORMATION SSD COORDINATOR CONTACT INFO:
Fax Mumber: 2122221221 Mame: Jane Lewis
Attention: Jim Johnson Phone: 212.222.2223

Enucmﬁ; gi&ar%ii;} Email:  jlewis@school.edu 6 CollegeBoard




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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Working with the SSD
Online Dashboard




Changes to Previously
Submitted Requests

» Reopen the request

23

» From the Dashboard, locate the student

» Select “Options;”

» Click “Create Change Request;”

Status

DECIDED

DECIDED

o @ Student

Xerox, Fourtest (#0007554601) orTions ~

NOT Approved
Documentation: Received 2 Pages on 05 Aug 2015

Ssdprodtestb, Studentb (#0007000002)

OFTIONS =

Approved: Writing +50% (time and 1/2), Reading +50% (}
+50% (time and 1/2)

Documentation: Received 2 Pages on 31 Jul 2015

View Decision Letter
Create change Request
Resubmit Request

Blculations

6 CollegeBoard




Changes to Previously Submitted

Requests

» 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.

24

A

Insert this end into fax machine
Please ensure all attached pages are facing in the same direction
Cover Sheet

Use this page as your submission cover sheet

PLEASE DO NOT ATTACH AN ADDITIONAL COVER SHEET TO THIS DOCUMENT WHEN FAXING.

Student Name: Emily Breen RO007546816

SSD#: 0007546816 M
High School:  ETS HIGH SCHOOL/MARGO MERIWETHER u
Grade: 11th Grade

To: College Board Services for Students with Disabilities

FAX INFORMATION SSD COORDINATOR CONTACT INFO:
Fax Number (866) 360-0114 Name: Mithun Roy
Atftention: College Board Services for Phone:

Students with Disabilities Email:  mithun.roy026@gmail.com

Number of Fax
pages

(including cover

sheet)

SELECT REQUEST OPTION(S):

[ Resubmission of Previously Denied Request

[[] Request to Add or Remove Accommodations from Approved Request

COMPLETE THIS SECTION FOR RESUBMISSION OF PREVIOUSLY DENIED REQUEST
Please check any previously denied accommodations that you wish to have re-reviewed:

EXTRA / EXTENDED BEREAKS

[C] Permission to Test Blood Sugar




Transferring a New Student to Your
SSD Online Dashboard

25

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.

6 CollegeBoard



Obtaining a Student’s SSD Number

» The following are ways to obtain a student’s SSD number if they are

26

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.

6 CollegeBoard



Obtaining a Student’s SSD Number:

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

@CollegoBoard SAT PSAT/INMSQT AP College Search Professionals

or Students

My Organizer College Planning SAT

Usemame
Register
Password Get your seat for 2016.2017
°
sionin [P bigfuture
of password? by The College Board Pr )
actice for the SAT
A
At Khan Academy™, you can access thousands of
- q e Get everything you need to pian for college, with questions approved by the College Board, take four official
{ . L - B
Create a free account. Sign up nieractive 100ls and guidance every step of the way on SAT practice tests, and create personalized SAT study
begfuture.org plans based on your results

Get started:

Refine your college list

Register for the SAT Subject Tests

i Start your apphcation checklst
Find cm 4 ' t ’ Showcase your achievements in the college admission
Conquer the apphcabon essay 4 , -
¥5S with SAT S — an y 1ex
Look up colleges by name Gel apolication advice process with SAT Subject Tests and potentally receive

credit for introductory-level college courses. Learn about

&l help paying for college
Enter coliege name E l P paying - the tests, register, and practe

o Applying 101
Search by locatbion, major - any I's easy to get stressed out about college admission We'll
way you'd like help you through the process
' Student Tools
m : Student Search Service”
Search for Scholarships

Use our Scholarship Search 100l 10 find scholarships. other Learn about our free senvice and get connected with



Obtaining a Student’s SSD Number

Step 2: Select "My Plan”

©'CollegeBoard  SAT

PSAT/NMSQT AP

College Search

Professionals More ~

For Students

My Organizer
My SAT

PSAT/NMSQT, PSAT 10 and
PSAT 8/9 Scores

AP Scores
My Plan
My Colleges

Account Seftings

Find Colleges
Look up colleges by name

College Planning

bigfuture'.

by The College Board

Get everything you need 1o plan for college, with
nleractive ools and guidance every step of the way on

bigfuture org

Get started:
Refine your co

Conquer o
( xabon advice

Get help paying for college

Applying 101
It's easy to get stressed out about colege admission. We'll
help you through the process

SAT

Register

Gel your seat for 2016-2017

Practice for the SAT

Al Khan Academy™~, you can access thousands of
questions approved by the College Board, 1ake four official
SAT practice tests, and create personalized SAT study
plans based on your results

Register for the SAT Subject Tests

Showcase your achievements in the college admession
process with SAT Subject Tests — and potentially receive
credit for ntroductory-level college courses. Learn about
the tests, register, and practice




Obtaining a Student’s SSD Number

Step 3: Select “My Tests”

SAT PSAT/INMSQT AP College Planning College Search YouCanGo! CLEP More v @CollegeBoard
Find Colleges, Advice and More @ Sign out
-
Blg Futu re Get Started v  Find Colleges+ Explore Careersv Pay for Colleger GetIn~+ MakeaPlan~
Home / Make a Plan / My Organizer =

My Organizer

Welcome, Jordan

My Colleges The SAT

My Plan

SAT Registration
—> E) s

29

Registrations in Progress: 0 See all registrations
My Calendar Complete your registration to get the test date and test
center you want.
My Ways to Pay
Registrations Completed: 0
. Print your Admission Ticket and bring it with you on test
My Majors & Careers ’ il

day.



Obtaining a Student’s SSD Number

Step 4: View the Eligibility Letter

SAT PSAT/INMSQT AP  College Planning  College Search  YouCanGo! CLEP  More v ©) CollegeBoard
Find Colleges, Advice and More w Sign out
Big Futu re- Get Started v Find Colleges+ Explore Careersv Pay forColleger Getln~+ MakeaPlan~
Home / Make a Plan / My Organizer &

My Organizer

Welcome, Jordan

My Colleges Services for Students with Disabilities (SSD)
B" The College Board is committed to ensuring that students with disabilities receive

My Plan
appropriate testing accommodations. Check here for the latest status of your
request. For information about requirements and the approval process,

My Tests
please visit the SSD student page.

My Calendar Status of Request: Decided
View your eligibility letter
My Ways to Pay

My Majors & Careers
The SAT

r-—

My Info



Removing a Student that has
Transferred to Another School

» To remove a student from your dashboard that no longer attends your school:

31

» 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.

6 CollegeBoard



Roster & Materials




Students on the
Online Attendance Roster

» 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 Nonstandard
Accommodations Report (NAR)
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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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SAT Testing Rooms
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Room Type Standard Room(s) Non-Standard Room(s)
Standard Non-Standard Non-Standard
Room Label Standard Roster Roster NAR™
Description No Approved Approved Approved
accommodations | accommodations that | accommodations that | accommodations that
are used; can be used in the are separate from the | are separate from the
students test in | standard testing rooms | standard testing rooms standard testing
the standard under standard testing rooms and can test in
testing rooms schedule the accommodations
window
Where to find Onli e Online Attendance | e Online Attendance
students who Att er? é’;‘; ce Roster Roster NAR Report in
qualify Roster o Eligibility Rosterin | » Eligibility Rosterin SSD Online
SSD Online SSD Online
Examples e Not 14 pt Large print Extended breaks ¢ 20 ptLarge print
(NOT applicable Wheelchair Extra breaks ¢ MP3 Audio
EXHAUSTIVE) accessibility 50% Extended o Braille
e Large-block answer Time (Math only) e 50% Extended
sheet e 50% Extended time time (All sections)
e Magnifier (Essay only) o 100% Extended
time
~ » Breaks as needed
Rezsgsn‘;?bl - E:S;ecr::i';?rr Test Center Supervisor | Test Center Supervisor SSD Coordinator
Test Date(s) April 11, 2017 April 11, 2017 April 11, 2017 April 11-25, 2017 |
Te“ﬁ?'E?;?e‘Zs) April 25, 2017 April 25, 2017 April 25, 2017 Anytime in window
A Tesr ook Purple Purple Pink Blue

**NAR = Nonstandard Administration Report



Test Material Order Window

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

36

» The registered students (voucher or bulk method)

» The school requested accommodations

Standard Room
Testing

Roster Testing
with
Accommodations

NAR Room Testing
with
Accommodations
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SAT Planning for Test Day
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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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Standard Schedule

» The pre-administration time includes important directions and
completing information on the answer sheet. This must be

completed on test day for SAT.

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

39
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Preparing 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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Planning for Testing Rooms
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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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Seating and Furniture Requirements
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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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Planning for Staffing Needs
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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.

Room Proctors Needed

Apply the ratios listed here on a room-by-room basis.
1. Start with one associate supervisor per room.
2. For each room, add room proctors if needed:

Number of Test-Takers

For a Single Standard Testing Room

| — 34

MNumber of Proctors

35-50

51 - 100

0] or more

For a Single Nonsta
| - 10

| proctor for each
additional 50 students

Mare than 10

Hall Proctors Needed

rooms:

Number of Rooms

| =5 I

1. Start with one hall proctor.
2. Add hall proctors if you have more than five

Number of Hall Proctors

6-10 2
I —15 3
16— 20 4

Mare than 20

| proctor for each
additional 5 rooms




Assoclate Supervisor Role

The Associate Supervisor Role is responsible for:

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

employee
» Each room requires Monitor students _

one Associate
Supervisor.

Enforce

policies

Complete Report
seating chart irregularities
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Planning for Staffing Needs

» 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 Test Day

» 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
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Training 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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Test Materials Delivery

51

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 Day

» 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 Al 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 Material Returns

» 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 Materials Return

Used Answer Sheets and Forms Test Books and Unused Answer Sheets

Assemble and pack materials 1-7 in the sequence shown, 350 Coordinators:
Follow instructions given in Section & of The SAT Scheol Day Testing Manual,
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Contact Information

» Melanie Jones, ldaho 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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