SAT Overview
October 31, 2016

Brought to you by the College Board and
the Idaho State Department of Education




Agenda

» Our goal today is to provide an overview for school staff to prepare you for the
spring 2017 SAT administration.

» Registration

» Accommodations

» Planning for Test Day

» Planning Rooms & Staffing

» Test Materials & Administration
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Key Dates

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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Registration Methods —
Voucher Registration




Registration

» Two Registration Options

» Online Voucher Registration

» Electronic Bulk Registration (EBR)
» Choice is made on a district basis

» All schools in a district must use the registration method that the
district has chosen

» If you haven't already completed the school information survey,
please do so or contact Melanie Jones (mjones@sde.idaho.qgov) if
you did not receive it.

» After that date no change can be made to registration method
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Online Voucher Registration Overview

» Student-driven registration model, where students are given a voucher code and
are responsible for registering themselves for the SAT School Day Administration

» Benefits:
» Students actively engaged in the process of taking the SAT

» Students can add information to send their scores to colleges/scholarship
programs at time of registration

» Challenges:

» Students may not remember that they already have a College Board account
or may have forgotten login information

» Having students complete the registration on their own requires tracking

» Any student who misses the registration deadline will need to complete a
paper standby registration on test day
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Voucher Registration Options

» Students complete registration on their own
» Students complete registration during a scheduled time in school

» Some schools do this during an advisory period, an English class, or
an extended homeroom period

» Tracking Registrations

» Supervisors can see who has registered via Supervisors Online
Attendance Roster (SOAR) to monitor student registrations

» Supervisors/Counselors can monitor registration via the Roster
Report in the Educator Online Reporting Portal
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Voucher Registration Detalls

» Each student must login to their College Board account to register

» |If a student does not have an account, they can create one at
collegeboard.org

» If a student already has an account, they should NOT create another
» Registration takes approx. 45 minutes
» Schools will receive vouchers in mid-January 2017

» Students must complete their online registration by March 22, 2017
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Voucher Sample

* This voucher entitles you
to one SAT*® School Day
registration.

Follow these steps:
1. Fill in your 6-digit high school code below:

2. Check with your counselor to make sure the
information you have filled in above is correct,

3. Use the voucher code below to register online. The Uni de that
code is case sensitive. During registration, you may nlque code a

also need to provide your state student ID number, 2 iS entered to

Student voucher code: / bypaSS payment

To register onling, go to collegeboard. org/mysat. Log in to
yvour frea account or follow the steps to create one. Enter the

12-digit student voucher code when prompted.

If you are unable to register online, call Customer Service at
866-756-7346 and supply the information on this voucher to
the Customer Service representative.

SAT SCHOOL DAY STUDENT VOUCHER
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Create a Student Account

Go to collegeboard.org and complete the requested information

SAT PSAT/NMSQT AP

© CollegeBoard o1

Advocacy Membership News & Press Research

Usemame

Password

Forgot username or password?

College Search

Create Your College Board Account

To get started please tell us a little more about yourself,

| am a Student Or an Education Professional
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Registration Process

achieve
more”

SAT

You have a message

Don’t forget to register for the Mar 5, 2016 SAT:
You must register no later than Feb 23, 2016 to make the late registration deadline.

—

My Test Registrations

You have no open registrations.

My Test Scores

You have no available scores.

Contact | Terms of Use | Privacy Policy

MY SAT
Home > My Organizer > My SAT

Need Help? ©
Hf, Meagan Update My Info | Return to My Organizer

© CollegeBoard

We're here to help...

Learn about college
majors and related 9
careers

Learn about vrays to pay >
for college

© 2014 The College Board

Tnysre_

11
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e

Istration Process
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Update Personal Info Create Student Profile

1 2

Select Test & Center Upload Photo Checkout

3 4 5

S ATRegistration

Getting Started

© 6

Get Comfy Check for Essay
Registration will take Some college applications
approximately 30 to 40 require that you take the
minutes essay - be sure to check with

your colleges first

Create Your Student Profile

Find a Valid Photo Have Payment Ready
Upload a photo for your test Credit Card, PayPal, or Fee
admission ticket Waiver are accepted
More Info... More Info...

Share Your Story

1 You'll be asked to answer questions about your high school
classes, plans for college. parent(s)/guardian(s) details and more
in the Create Student Profile section of the registration.

Connect to Colleges & Scholarships

Answering these questions helps colleges and scholarships

programs find you. Schools and programs send you information

about themselves so you can see if they fit your plans.

L Qi Corinue |
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Registration Process

» Enter “Your Personal Information”.

13

Once complete, choose
Continue at the bottom of
the page.

6 CollegeBoard

SAT Registration

Upr.late Personal Info Create Student Profile Select Test & Center
o e

Personal Information

0%

Upload Photo Checkout

Demographics

Your Personal Info

*Student's First Name o

Meagan

Student's Middle Initial

*Student's Last Name

Segura

Social Security Number (SSN) €

"Sex e

Female

*Date of birth €)

January 1, 1999

“State Student 1D 0

2432453456

O

“Indicates required field.

NOTE: The
name entered
should be
students
“official”
used for
enrollment

name




Registration Process

» Enter high school and grade level

Your High School

*Mame of ¥our High 5chool ﬂ

S0OUTH COUNTY HIGH SCHOOL

Change ' our School

Your Expected Graduation Date

Jun

*Grade Level

- Select -

14

6 CollegeBoard



Registration Process

» Enter Student Voucher Code and State Student ID field.

3%
U collegeBoard | SAT Registration

Update Personal Info Create Student Profile Select Test & Center Upload Photo Checkout
o z ; ;
Personal Information School Day Eligibility Demographics
v [ ] O

* Indic ates required field

Register for the SAT® School Day

Welcome to the Kearsarge Regional School District Initiative

You are eligible to participate in SAT® School Day — Kearsarge Regional School District Initiative o

This opportunity allows you to take the SAT during scheol hours at your school (or other designated locations)

SAT® School Day Option:
Wednesday, March 2, 2016 (SAT with Essay)

Tell us if you would like to participate in this program.

® Yes, | would like to take the SAT using a voucher on a date specified.
Mo, | want to pay the testing fee(s) and take the SAT Subject Tests or the SAT on a weekend administration date.

To take advantage of this special opportunity you will need a valid Student Voucher o

*Enter Your Student Voucher Code

*State Student ID e _
Cancel Save & Exit
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Registration Process

» Students will complete the remainder of basic information and have the
opportunity to complete the student data questionnaire online (optional)

» Students will be required to print their Admission Ticket for test day.

O CollegeBoard SAT Registration

Next Steps

Your SAT with Essay Registration is Complete

Mow you can print your Admissicn Ticket and Send Scores

Print Your Admission Ticket—it's required on

st printed with Adobe Acrobst
. s
test day!
Print idiy Admission Ticketl
SAT with Essay

e g S Print My Order Confirmation

Send SAT Scores to Colleges and

Scholarship Programs
Things to know: Review My Send History

- Sending official SAT score reports is the only way te ensure that colleges
receive your scores

= Four SAT sc

- Sending scof
colleges and sc

- Many colleges vi
intferest

cluded free with your registration
istration is the fastest way to send scores to

ving your scores early as a demenstration of your
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Registration Methods —
Bulk Registration




Bulk Registration Overview

18

District-driven registration model, where a district data contact uploads
registration information for all eligible students in the district via the College
Board Bulk Registration Tool.

Benefits:

» Registration process is handled entirely by the District

» Results in “clean” data

Challenges:

» Students will still need to create online College Board accounts to send score
reports, access their scores and use College Board tools

» Sometimes data provided by the District does not match what a student may
have already provided in an existing College Board account, which can lead
to data matching issues or duplicate account creation

» Any student left out of the bulk registration file will need to complete a paper
standby registration form on test day

6 CollegeBoard



Bulk Registration Detalls

» Districts will receive instructions regarding bulk registration.
» One file should be submitted for each district.
» The Bulk registration window is: February 6, 2017 — March 10, 2017
» Schools will receive paper student data questionnaires (SDQ’s) for completion.
» Students must receive the Registration and Questionnaire Guide
» Students should complete the SDQ’s before test day.
» Prepaid return labels are provided for schools to return to College Board.
» Students will receive admission tickets at their home.

» Schools will receive a duplicate copy of admission tickets in late March.

19 6 CollegeBoard



Student Data Questionnaire (SDQ)
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Bulk Registration File Layout

» College Board provides a standard layout in either Microsoft Excel (.xIs) or
Comma Separated Value (.csv)

» Required Data elements include Al Code, Student Name, Sex/Gender, Date of
Birth, Grade, Student home address, Student ID and type, and test center
number.

» Sample file:

AT E F G 1 ] K | v 1 X Y Z AE AF AH
TYPE OF

SAT TEST LAST FIRST DATE OF MAILING STREET MAILING MAILING MAILING STUDENTID STUDENT SAT TEST
1 AICODE ADMIN NAME NAME SEX BIRTH GRADE ADDRESS ary STATE  ZIPCODE NUMBER ID CENTER
2 | 281705 Y Washington George M 10052000 11 12 Cherry Tree Lane  New York NY 100233408 1122334455 1 28210
3 | 281705 Y Franklin Ben M 11131998 11 411 Kite Ave New York NY 10021 2211224444 1 28210
4 | 281705 Y Ross Betsy F 11201998 11 31 Flag St New York NY 10021 3311223344 1 28210
S | 281705 Y Parks Rosa F 2041997 11 65 North Street New York NY 10021 4411223344 1 28210
6
7
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Bulk Registration Tool

» htips://collegereadiness.collegeboard.org/educators/k-12/bulk-registration

fﬁ' CollegeBoard SAT AP College Planning College Search Store = More « Search m

Bulk Registration Tool

B Getting Started

Bulk Registration and Pre-ID Label Tool

The Bulk Registration and Pre-ID Label 100l allows schools, districtz, and states 1o submit
Username * registration information etectronically and securely

For PSAT 8/, PSAT 10 and PSAT/NMSOT this process produces pre-identification labels to
be applied to student answer sheets, eliminating the need for students to fill in this

Password * f
information on test day

For SAT School Day, this process completes test regestration on behalf of students, h
alirminating the need for students to register directly. Students will recene Admission Tickets
fwhich are required on test day) and copies will be provided to schools as well

For AP, pilot participants will be able to use student data to inform AP test registration and
ordering

Ro Account? Sign Up

F argot Umarrmimne of password? ’ " .
¥ i Click here to view a Bulk Registration tutorial

If You Have Questions:

» 'You can call Customer Senice at 1-800-784-14562
+ Customer Sepace hours of operations:
Monday-Friday: 8:30 a.m.-6 p.m. ET

22 Coliege Board B Regiztration Tool



Bulk Registration Login

23

© CollegeBoard |~ SAT

Bulk Registration Tool

Bulk Registration

Usarnama *

Password *

NeAccount® Sign Lip

Fuigatuzsrname orpassyeord 7

Cofegs Board Bulk Registration Tool

About te Site Map
Cargere Ceoamipliahics

Advocacy Terms of Uss

HMembecship Privacy Folicy

College Planning College Search Stofe More «

Getting Started

Here is what you need in order to create a new request in the Bulk
Registration and Pre-I0 Label tool:

File ternplate

+ Files must be in MS Excel (Excel 57 or later) or Comma Separated
Value (esv)

» Ternplates are available for you to use:
= Bulk registration: MS Excel or Comma Separated Value
= Bulk enrollment (&F pilot only): MS Excel or Comma

Separated Value

# 'fou can creata your own files, but the format must maet the
requirements in the Bulk Registration File Specifications or the
Bulk Enrollment File Specifications (4P pilot only).

Student data

« Extract the student data that you need from your student
information system.

» Data requirernents, including data length restrictions and valid
characters, for each field can be found in the Bulk Registration File
Specifications or the Bulk Enroliment File Specifications,

* I you do not know your school's Al Cede you can use the following
tools:

* PSAT /3, PSAT 10, PSAT/NMSOT Al Code Lookup
* SAT Al Code Lookup

For & planning calendar and more information on using the tool| including
a Bulk Registiation tutonial, access Help

S wrcw b Shudeids

L ziales o submit

yritifi
b fill in this

} students;

E will

et regiatration and

tinf abels 1o

b Admission Tiokeis
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Bulk Registration Tool

24

.j( ™ Connecting...

€ @ https/bulkregicollegeboard.org/pbr/ progrnaction

=l

180 Most Visited | | Getting Started | . CB Outlook Web Msil | CELAPPS | | New Quick Link | | Suggested Sites || Web Slice Gallery

Bulk Registration Tool

) Home

College Search

More »

The Bulk Registration and Pre-|ID Label tool allows schools, districts, and states to submit ragistration information electronically

and securely,

For PSAT 8/, PSAT 10 and PSAT/NMSAT this process produces pre-identification labels to be applied to student answer s

ehminating the need for students 1o fill in this information on test day.

For SAT School Day, this process completes test registration on behalf of students, eliminating the need for students to register
directly. Students will receive Admission Tickets (which are required on test day) and copies will be provided 1o schools a3 well

Faor AP, pilot participants will be able 1o use student data to Inform AF test registration and ordering

Leatn How 1o Get Started

@ Follow these deadlines to ensure schools receive labels’admission tickets on time.

Registration and Enrollment Requests

Requests T

PSAT 8/9 2015 Fall Registration UAT
& SAT October 14, 2015 Registration

PSAT 819 2015 Fall Registration UAT
& SAT October 14, 2015 Registration
uar

PSAT 8/ 2015 Fall Registration UAT
Event 2 & SAT October 14, 2015
Registration UAT Event 2

PSAT NMSQT 2015 FALL Registration
UAT 3 & SAT October 14, 2015
Registration UAT 3

Last Modification +

07082015 1518 EDT
by Uat Four

07/mEZ015 168:25 EOT
by Liat Four

0710720151716 EDT
by Uat Four

0747201513116 EDT
by Liat Four

Deadline

07N0201s

07H02MS

0702 S

09182015

Status

Validation
in Progress

® Cancelled

Validation
Failed

® Cancelied

*8 9 & A &

Current Crganization, William Penn High School
User Uat Four Ediar
Sign OQut

Calendar Getting Started
9

@ Help

tDetalls ~

v wollegeBoard



Bulk Registration Tool

’Eulk Registration by The Colleg... %

€ @ httpsi//bulbreg collageboard.org/sbrfupload action

£+ || Q search

8 MostVisited | | Getting Stareed || CB Outlook Web Mail |_) CBLARPS [ New Quick Link || Suggested Sites | | Web Sice Gallery

©CollegeBoard  SAT

Bulk Registration Tool

Q Home

llege Planning | College Search  Store More «

Wear Wat FourEgit
Sign Dut

&) Calendas ) Getting Started

Create New Reql‘

o Select an Event
Registroton Hvenis
7] PSAT NMSO
3
# SAT Octobsy
17 PSAT 8O zﬂl

Your request is now pending validation.

v (2] 3

Step 1 Step 2 Step 3
Upload fite ‘Wait for Correct
validation errors and
ta WAMINGs,
complete bif any.

Validation will eccur within 24 heurs and an smail notification will be sent to you.

Step 4
Submit
request

litar) or Co:
formal provide

24 howrs but are frequently

jun will be-emaited 10 you, along

P Bulk Enrollmant

@) Upiond a Request File

Choose o Fils to Uplood

[\ Brawse. | No fite selectad

Cellegn Besrd Bulk Regestration Taol

Aboul s Site Map
Compliznee

Terms of lse

Careers
Advocacy
Meembership

Privscy Pol

25

Creatn New Reguest

SAT® ACCUPLACER™

SAT Subject Tests CLEP
ApE SpringBuara®

PSATHMSO

A

Services for Students with Disabiities

"B 9 RS =

erent Organpzation: William Penn High School

@ s

+
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Test Material Ordering




Test Material Order Window

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

27

» The registered students (voucher or bulk method)

» The school requested accommodations

Standard Room
Testing

Roster Testing
with
Accommodations

NAR Room Testing
with
Accommodations

6 CollegeBoard



Initial Test Day Materials

» The initial test dates
» SAT is 4/11/17

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

» Test material shipments will include testing manual, test materials, test
day forms and other instructions.

6 CollegeBoard
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Accommodated Testing Window
Materials

» 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.

29 6 CollegeBoard



Makeup Test Day Materials

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

» Immediately prior to initial test day, Test Center Supervisors will be
emailed requesting a count of the students requiring makeup materials.

» Schools must respond to the makeup email by 4/13/17 in order to receive
materials.

» SAT — Makeup 4/25/17

» New SAT test books will be sent for all students testing on the makeup test
date.

30 6 CollegeBoard
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Accommodations

» All accommodations requests will be submitted through our SSD Online
system.

» 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.

» Accommodations requests must be submitted by February 15, 2017.

32 6 CollegeBoard



College Board Accommodations

» 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

33

system. The entry of accommodations will go through one of two paths:

» School verification — Some requests can 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 that meets the College Board Guidelines for Documentation e.g., formal
accommodation plan for four school months, receiving accommaodation on
school tests for four school months)

Documentation Review — Other requests require documentation. The
College Board reviews a student’s disability documentation to determine if it
meets the guidelines and if accommodations are appropriate. SSD Online
tells coordinators when documentation is required, and based on the specific
request, what documentation would be most helpful.

6 CollegeBoard



Accessing SSD Online

» Returning SSD Coordinators will already have access to SSD Online.

» Once any new SSD Coordinator(s) are identified they should request
access to the SSD Online system.

» To access the system, the SSD Coordinator will need to:
» Have a College Board Professional Account

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

» Receive an access code to link your SSD Online access to your
College Board professional account (First time only). May take 1-2
days to receive the access code.

» A school may have multiple SSD Coordinators.

34 6 CollegeBoard



Accommodations — New for April 2017

» SSD Online system improvements

» Enhancements to the user interface in October 2016

» Enhancements to our school verification process in January 2017
» New Braille Format — UEB format will be shipped with EBAE format
» Translated Test Directions for English Language Learners

» Scores will be college and scholarship reportable

» NO accommodation request required

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

» Afinal list of languages will be included in the accommodations
webinar.

35 6 CollegeBoard



Planning for Test Day




Testing Roles

37

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— responsible for monitoring the hallways on test day

Principal — receives general information about test day activities

6 CollegeBoard



Test Center Supervisor Role

38

All aspects of the administration at a school, including:

» Pre-admin activities like test center set-up, planning rooms and staff
for test day, and receiving and securing test materials.

» Everything on test day, including distribution of materials, monitoring
all test day activities and staff, packaging and returning test
materials, and completing Supervisor Irregularity Reports.

The TCS may choose to enlist the aid of others at the school to help
him/her test day planning and set-up.

The TCS will remain the main contact and receive all communications
from the College Board and ETS.

Identifying staff to serve as Associate Supervisors, Proctors and Hall
Proctors for test day staff support. 6 CollegeBoard



Services for Students with
Disabilities Coordinator Role

» Being the school’s liaison with the College Board’s Services for
Students with Disabillities office and submitting accommodation
requests for all students who request them at his/her school.

» Administering the test to students who have accommodations that
appear on the Non-standard Administration Report (NAR).

» Schools will identify a primary SSD Coordinator. To establish
themselves as an SSD Coordinator, the person will need to:

» Have a College Board Professional Account
» Complete the SSD Coordinator Form, found on collegeboard.org/ssd

» Receive an access code to link your SSD Online access to your
College Board professional account.
39 6 CollegeBoard



Associate 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

40

ensure a fair administration.

» They must be a district
employee

» Each room requires
one Associate Supervisor

» One Associate
Supervisor must
be designated as
the back-up for the
Test Center
Supervisor

Monitor students

Admit & seat

Enforce
policies

Complete
seating chart

Report
irregularities

6 CollegeBoard



Room Proctors and Hall Proctors

Room Proctors and Hall Proctors are responsible for:

» Assisting the Test Center and Associate Supervisors.

» Proctors help set up the testing area and monitor testing.

» Hall Proctors patrol the hallways during testing to make sure the

testing area remains quiet and secure.

» Must be a district employee -

Help with center
setup &
admission

Help with center
setup &
admission

Answer questions

Direct students
to rooms

Help distribute
materials

Patrol halls &
report violations

Monitor test-
takers & report
41 violations

Cover for staff
on breaks




SAT Planning for Test Day

42

The initial test day is April 11, 2017.

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 in both the primary and make up administrations.

Schools must complete testing before breaking for lunch.

6 CollegeBoard



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.

43

SAT

Pre-admin Time
Reading

Break

Writing and Language
Math (no calculator)
Break

Math (with calculator)
Break

Book collection/ Essay distribution

Essay
Total (hours, minutes)

SAT with Essay
(in minutes)

30
65
10
35
25
5
55
2
15
50

4h, 52m

6 CollegeBoard



Training for Test Center Supervisors

» Test Day Training

» Test Center Supervisors are required to read all Supervisor manuals
in advance of test day.

» College Board’'s Online Supervisor Training will be available in
February-March.

» The Test Center Supervisor is responsible for training other testing
staff.

» Implementation Training Kits will be shipped in mid-to-late February.

» Test Center Supervisors should have the printed manuals with them on
test day for quick and easy reference.

44 6 CollegeBoard



Planning Rooms and
Staffing




SAT Testing Rooms

46

Room Type Standard Room(s) Non-Standard Room(s)
Standard Non-Standard Non-Standard
Room Label Standard Roster Lo NAR™
Descniption 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 | ¢ Online Attendance
students who Att e:': c’f;ﬁ ce Roster Roster NAR Report in
qualify Boster o Eligibility Rosterin | ¢ Eligibility Rosterin SSD Online
SSD Online SSD Online
Examples e Not 14 pt Large print Extended breaks e 20 pt Large print
(NOT applicable e Wheelchair Extra breaks « MP3 Audio
EXHAUSTIVE) accessibility 50% Extended ¢ DBraille
e Large-block answer Time (Math only) s 50% Extended
sheet e 50% Extended time time (All sections)
e Magnifier (Essay only) ¢ 100% Extended
time
o Breaks as needed
ReI:;tr)sn%?bi - gﬁ:e%';?: Test Center Supervisor | Test Center Supervisor SSD Coordinator
Test Date(s) April 11, 2017 April 11, 2017 April 11, 2017 April 11-25, 2017
Teh:?'g;ga?s) April 25, 2017 April 25, 2017 April 25, 2017 Anytime in window
SAnglersB Cok Purple Purple Pink Blue

**NAR = Nonstandard Administration Report



Planning for Testing Rooms

» 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

» 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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Sample Seating Plans
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SAMPLES OF APPROVED SEATING PLANS: X = ONE EXAMINEE

Plan IA: level seating
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Plan IB: level seating Plan II: elevated seating
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Plan lll: tables
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6' or less More than 12'
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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 Test Center Supervisor.
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Planning for Staffing Needs

Room Proctors Needed

52

There should be a minimum of one
Associate Supervisor (test

administrator) for every 34 students.

For rooms with more than 34
students, assign additional proctors
to help.

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

Mumber of Test-Takers

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 Proctors

For a Single Standard Testing Room

| — 34

35-50

51 - 100

101 or more

For a Single Nonsta
|- 10

| proctor for each
additional 50 students

Maore than 10

Hall Proctors Needed

rooms:

Number of Rooms | Number of Hall Proctors

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

| =5 I
6-10 2
I —15 3
16 — 20 4

Mare than 20

| proctor for each
additional 5 rooms




Planning for Staffing Needs

» How can different room configurations change staffing needs?

» Example: Your school is testing 100 grade 11 students for SAT School
Day.

» Room configuration option #1.:

» Using 4 classrooms of 25 students each.

Test Center Supervisor

Associate Associate Associate Associate
Supervisor for Supervisor for Supervisor for Supervisor for
Room #1 Room #2 Room #3 Room #4
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Planning for Staffing Needs

» How can different room configurations change staffing needs?

» Example: Your school is testing 100 grade 11 students for SAT School
Day.

» Room configuration option #2:

» Using the gym to test all 100 students together.

Test Center Supervisor

Associate Supervisor
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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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Test Materials




Test Materials Delivery
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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
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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 sequenos shown, S50 Coordinatore:
Follow instructions given in Section G of The SAT School Day Testing Manual,

) o Suprrviea's 7 — i pack ) SEAL
Rapruit Faim . IR \\\ = o' Gl vty Ry o v B Dt o e e g
o 4 I AN I & frrirds vy Hre b whers rekee + flwmnmrs, wrrest vl erres i the i

Annnisied cobme matemm
kel iBinyg mesttandagd
tea-ca ksl

Errmei
|nchuds untp. s B Tow ot r\\

— drean stmpreg breis
Trwme

b il Dy Tt L B bl s Bl ' i 5
i and Cassansa bl \-‘:.:_

@ [ETETE - ol 'II'

. I N
ﬁ Gamun Envulnps J__/- + :JE:'"‘ A | e b - o h' - ) | :
prEmmE L > = = ‘FST 3 | =
@ osoy Envelige / = - .lTlf:,.._.. e \‘ H .

lerhmts by Bumsivgm

i CLA i et ke L & i —— e
P T — | ol Tewrr T Ut Baperr
- | F W e
€ Accit . | jmw! u::a.uq_:;:p.: ® Dimiain ARL pom o st ismiion dugpstiand (11 imes s L B e
Arcillniy i a i wh - ‘ﬁh.-___,- LABLE L
il Tl s el a i Fut B ® (L] For e, |8 e
R b 1 i g o e | “:HIH';—_‘ "“T'::'I::_'
Laigpe-blech usesd
anEwE alisats ety
e
LABEL Poal s Lalui] Frws b b i jni
m-m:::“_:lllmf:r:r: n N e | mrd e on e
@ Fepular saod anwns stetn i TH BRETUIANN Ll (Sappled ldls

il b e wa tap of U el s

i

b i Wi SN A1 b s
mrm e w———

Rl ki Wil
¥ Themd dpower i panss wetf mowpeed i

I & T lyesn nemaraag ansae (han pea e
Vb e e S TS E] as dubiaid r
el ]
[ R -
ay Eaipalype

Roes e 1ncimg muntss by pma rots

kel inranos redrabee B e seoarss

THaL Pl s Sams srel nerchel B

Prist tis bis iiisnbes aid el etk
TIPS Maimrn Labsi T laling sl 1 g - Bl ool 31 PR ALETIN T8 Natnrn L bt

& Ulps tha prmlnbssimt moier miurn Saximmalaps il comesseth, e bt matessts B oot
coyny preappldied sl s anniber labsl oo plaos anoibor kbl on the pame box

5 s mivaitt slmuks Al tho it ot U ol ior-sym #1 bt S, digo, o sl
e oot wempe them m amything

]

sy b clitfarem oo swpks shvn beme )
= [ vt sk L s Bl i
ok Creet @ i dabadl weick
ss3cthar dabal. Place new ladel oo b
Wirna down Sracking number b
v mctrds.
= 1 e labisi s insm, wliis by

minewalib coUEr e

i 1han insciciig TuAiEE.
[ ——

Prini this bow anmer end wol
iinleti il Laiada e amal

Tishanind Prarmssisg Canisi I, B T of 0

A0 Latillives Dilwn

Cwing. 8110938 e
LTS wved jujaier jpre

0 sHIP
[all 2-000 FEIE-UDE m (]
arrmmgm foe pleling destreg Pl Ve

iwepahar sl i e
siaghila & ¥ juebim drg-baw

' IMPORTANT NOTES:
p * Donet put anewer aboats insids test books.
* Far more [nformation aboul seturning mateslsls, see The SAT Schoal Day Testiog
Afng sl




Contact Information

» Melanie Jones, Idaho State Department of Education

» 208-332-6933
mjones@sde.idaho.qov

» College Board’s Idaho School Day Support:

» 866-253-0385
SATSchoolDaySupport@collegeboard.org
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