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► Our goal today is to provide ideas and recommendations for supporting SAT for 
students that attend virtual schools.  Key topics include:

► Key Dates

► Managing Registration

► Roles & Responsibilities

► Preparing for Test Day

► Test Materials & Administration
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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 Mid-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



► Have students test at a local high school

► The virtual school will coordinate with a local high school to confirm if 
the school has room to test students.

► The virtual school will prepare the student for test day.

► Establish an approved offsite testing location

► The virtual school will be responsible for finding a location, 
establishing procedures to ensure the security of the test materials, 
and preparing staff and students for test day. 

► A testing plan is required to be reviewed and approved by College 
Board.

► Test materials will be shipped to the primary virtual school location 
for secure transport to each testing site.
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Unique Scenarios for Virtual Schools



► Responsibilities of the Virtual School

► Contact the Test Center Supervisor at the High School.

► Confirm the school has space to accommodate your student.

► Confirm the start time of testing and test day check-in procedures. Provide 
the virtual school AI Code to the student to record on their admission ticket.

► Responsibilities of the Receiving High School

► Add the student to your planned roster so that you reserve a seat.

► Record the virtual school’s AI Code and Test Center number.  The student will 
need on test day.

► Provide test day details to the virtual school to share with the student.

► Confirm if the student requires any accommodations or have other testing 
special needs.
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Students Testing at a High School



► Virtual schools who establish an offsite testing location will follow all 
procedures for staff planning, room planning and test day procedures as 
any other schools.

► The differences with offsite testing are:

► Test Materials will be shipped to the virtual school main office for 
secure distribution to each testing location.

► Test Materials will be picked up from the testing location at the end of 
the test day.

► Scheduling accommodated testing

► This year SAT is supporting a 10-day window for accommodated 
testing.  You may decide to test all of your students on the same day 
as initial testing.

► You do not need to rent space for the full window.
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Establishing an Offsite 
Testing Location



► Registration Mailings

► Bulk Registration Materials – begin arriving 1/18/17

► Includes SDQ’s, Student Booklets, Fee Waivers, and posters

► Voucher Registration Materials – begin arriving 1/24/17

► Includes Vouchers, Fee Waivers, and posters

► Implementation Kits – begin arriving 2/15/17

► Includes testing manuals and test day form samples

► Admission Tickets

► Either 3/1/17 or 3/29/17, depending upon bulk registration date.

► Test Materials – arrive between 4/4/17-4/6/17
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What to Expect and When



► Districts selected between either 

► Online Voucher Registration

► Online voucher registration must be completed by 3/22/17

► Electronic Bulk Registration (EBR)

► EBR must be completed by 3/10/17

► If you are unsure of your registration method, you may

► Check with your district contact

► Have your Test Center Supervisor look for their registration email

► Or, check with SDE
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Registration



Registration Methods –
Voucher Registration



► 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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Online Voucher Registration Overview



► First, identify all eligible students who need to be tested.  Create a 
roster or checklist to track students.

► Schedule a time during school to register all students or groups of 
students at a time.  

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

► Using your checklist, track each student who completes registration.  
For students who miss the scheduled time, schedule a makeup time or 
have them complete on their own.

► Students can complete the registration process on their own either at 
school or at home.

Managing the Registration Process 

Voucher Registration
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► A College Board Account

► Registration Voucher

► Either before distributing or once
distributed, fill in your school’s 
6-digit AI code. 

► The vouchers are not student
specific

► Their state student ID

► Have students write their student ID
on the voucher so it’s handy during
registration

What Students Will Need to Register

Voucher Registration
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Pre-printed Voucher Code will be here

Optional: Add 
Student ID Here



► In addition to any tracking you might do against your class list, you may 
view the students who registered on College Board Reporting.

► Supervisors/Counselors can monitor registration via the Roster 
Report in the Educator Online Reporting Portal

► Login to the Reporting Portal

► Run the Roster Report

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

► Login instructions will be sent via email from ETS.ORG

Monitoring Student Registrations

Voucher Registration Options
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► 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 January 2017

► Students must complete their online registration by March 22, 2017

► If a student misses the registration deadline, they must complete a 
paper registration from on test day.
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Voucher Registration Details



Using an existing Student Account
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► Enter your username and password.

► If students, don’t remember their account information, they may “recover” by 
clicking on the either the “Forgot username or password”



Go to collegeboard.org and complete the requested information

Create a Student Account
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Registration Process



18

Registration Process



► Enter “Your Personal Information”.
Once complete, choose  
Continue at the bottom of 
the page. 
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Registration Process

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



► Enter high school and grade level

Registration Process
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► Enter Student Voucher Code and State Student ID field.  

Registration Process
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► 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.

Registration Process
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Registration Methods –
Bulk Registration



► 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
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Bulk Registration Overview



► 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.
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Bulk Registration Details



► Watch the online tutorial and download the template from 
https://collegereadiness.collegeboard.org/educators/k-12/bulk-registration

► Identify all students that will be testing 

► Pull the required data elements for each student:  AI code, student name, 
sex/gender, date of birth, grade, student home address, student ID and type, and 
test center number. 

Preparing the File

Bulk Registration
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https://collegereadiness.collegeboard.org/educators/k-12/bulk-registration


► https://collegereadiness.collegeboard.org/educators/k-12/bulk-registration
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Bulk Registration Tool

https://collegereadiness.collegeboard.org/educators/k-12/bulk-registration
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Bulk Registration Login
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Bulk Registration Tool
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Bulk Registration Tool



► Plan time for students to complete the Student Data Questionnaire.

► Plan time for students to create an online account.  They will need it to:

► Complete score sends

► Add fee waivers (if applicable)

► Retrieve score reporting

► Remind students to bring their admission tickets on test day.

► Plan for computer access if needed for kids to print their admission 
ticket from their account.

Preparing Students

Bulk Registration
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► Voucher Registration

► The student will register using the AI Code for their virtual school.  This will 
allow reporting back to the virtual school.

► On test day, the student will use the Test Center code of the high school they 
are attending.

► Bulk Registration

► The student will appear in the registration file with the virtual school AI Code 
and a test center code for the high school they will be attending.

► On test day, the student will use the Test Center code of the high school they 
are attending.

► Students who are not registered in advance

► Will need to complete a paper registration form on test day at the high school 
(or virtual school).
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Registration Scenarios



Planning for Test Day



► 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. 

► When finalizing your locations, be sure to confirm access times so 
that you can meet the testing times above.

► 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.
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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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SAT Planning for Test Day

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



Roles & Responsibilities



► 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
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Testing Roles



► Testing staff 

► Must be a district employees

► Cannot be employed by an outside test prep company

► Have not taken the SAT in 180 days

► Staff with children or those who have students residing in the same 
household, cannot have access to any test materials their child is taking 
before, during, or after test day.  

► If a staff member’s child will be taking the SAT, he/she cannot serve 
as testing staff for the SAT.

► If a staff member’s niece will be taking the SAT and the niece does 
not live in the house with the staff member, he/she can serve as 
testing staff for the SAT.
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Staff Requirements



► Implementation Training Kits will be shipped in mid-February.

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

► Test Day Training

► College Board’s Online Supervisor Training will be available 2/9/17 – 3/17/17

► Requires a College Board Professional Account to access

► Approximately 30-45 minutes to complete, broken up into modules

► Mandatory for all new Test Center Supervisors and SSD Coordinators or anyone who 
did not complete last year.  

► Other Test Day Staff can use online training modules specific to test day.

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

► Have staff go through the online training independently, or

► Arrange a training session during lunch or other planning time to go through the online 
training as a group.
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Staff Training



Planning Rooms and 
Staffing
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SAT Testing Rooms



► Size of cohort testing and size of rooms at your testing location will 
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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Sample Seating Plans



► 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

► One staff member should be identified as the Supervisor at each testing 
location. This person will be responsible for all Test Center Supervisor 
responsibilities including:

► Secure transport of materials to the offsite location

► Preparing the offsite testing rooms 

► Providing directions to test day staff and following all test day 
procedures

► Returning materials after testing is complete
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Planning for Staffing Needs



+ 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.
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Planning for Staffing Needs



► How can different room configurations change staffing needs?
Your school is testing 100 grade 11 students for SAT School Day.

► Room configuration option #1:

► Using 4 classrooms of 25 students each.

► 1 Test Center Supervisor, 4 Associate Supervisors, 1 Hall Proctor
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Planning for Staffing Needs

Test Center Supervisor

Associate 
Supervisor for 

Room #1

Associate 
Supervisor for 

Room #2

Associate 
Supervisor for 

Room #3

Associate 
Supervisor for 

Room #4



► How can different room configurations change staffing needs?
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.

► 1 Test Center Supervisor, 1 Associate Supervisor, 2 Proctors, 1 Hall 
Monitor
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Planning for Staffing Needs

Test Center Supervisor

Associate Supervisor

Proctor Proctor



► Confirm offsite testing environment

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

► Students may eat snacks during breaks.  

► Confirm your testing location will allow food/snacks

► Determine if you want to bring snacks/drinks for students

► Bells and other disruptions

► Find out as much about other activities that will be taking place on 
test day.

► Request an area away from disruptions, bells, etc.

Other Considerations

Planning for Test Day
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► Prior to test day the Test Center Supervisors should access the Online 
Attendance Roster to view all students registered.  

► Use the summary view and detailed views to confirm how many students will be 
testing and how many different rooms are required.

► For students that don’t appear on the roster, a paper registration form must 
be completed on test day and the student manually added to your roster.

Checking Rosters and Fine-tuning
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Supervisor Roster – Non Standard 
Accommodations (Purple Books)
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► Students with non-standard accommodations will display on roster with an 
indicator of the accommodation code.

Supervisor Roster – Non Standard 
Accommodations (Pink Books)
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► SSD Coordinators are responsible for testing students with accommodations that 
appear on the Nonstandard Administration Report (NAR) 

► The NAR is available for download in SSD Online.

► Students appearing on this roster will be tested with blue test books.

► The roster provides the approved accommodations for each student.  

► SSD Coordinators will be asked to complete attendance information for each 
tester and return with their testing materials.

Roster for SSD Coordinators
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Rosenberg, Allyson (#0007156089) 
 
DOB: November 22, 1995 Gender: Female            Test Administration Start Date:________________ 
 
___ Check here if student was absent                    Test Administration End Date:________________ 
 

  
 

 
 
 

          
      

 
 

         
    
      

 
  

 



Test Materials



► Test Materials will ship to the main address for the virtual school 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 and check daily 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.

► Make arrangements for the secure transport of materials, following the 
approved testing plan, to each offsite location.
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Test Materials Delivery



► 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



► Students who miss the initial test administration, will be required to take 
the SAT on the make-up date, April 25, 2017.

► Immediately prior to initial test day, Test Center Supervisors will be 
receive an email from ETS/College Board regarding ordering materials 
for make-up testing.

► Only students that appear on the Online Attendance Roster are 
potentially eligible for a makeup administration.  

► Test Center Supervisors will be asked to answer a series of questions to 
provide a count of the students requiring makeup materials.

► All makeup material requests must be received by April 13, 2017.

► Schools will receive all new materials for the makeup administration.
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Makeup Materials



Checklist
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Checklist
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