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Session Goals

Our goal today is to provide an overview of PSAT 10 and
SAT including:

+ Activities before, during, and after test day

+ Review of the College Board Accommodations Request Process
+ Review of the State Allowed Accommodations Request Process
+ Q&A
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General Information

+ Overview
- College Board Website

— General website: www.collegeboard.orq

— Colorado website: www.collegeboard.org/colorado

- College Board Professional Account
— Access to SSD Online (accommodations requests)

— Access to Score Reporting Portal
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http://www.collegeboard.org/
http://www.collegeboard.org/colorado

Testing Roles

+ Test Center Supervisor — is responsible for all aspects of the
PSAT 10 and/or SAT administration at the school

+ Services for Students with Disabilities (SSD) Coordinator(s) —
IS responsible for overseeing all aspects of the SAT and/or PSAT 10
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
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Roles and Responsibilities at Participating Schools

- Services for Students with Disabilities (SSD) Coordinator is
responsible for:

6 CollegeBoard A@

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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Accommodations — New for April 2017

+ SSD Online system improvements

- Enhancements to the user interface were completed in
October 2016

- Enhancements to school verification process release
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 for
Arabic, Haitian-Creole, Mandarin, Portuguese, Polish, Russian,
Spanish, and Vietnamese.
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Accommodated Testing Window

+ 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 — 4/14/17
- Accommodations Makeup window: 4/17/17-4/21/17

+ Students testing with accommodations over 2-days should test on
consecutive days. All testing must be complete by 4/21/17.

+ There is no additional makeup testing date.
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Key Dates

Confirmation and Notification of Al
Code

Accommodations Request
Deadline

Districts to update Data Pipeline

Registration Window for the March
National Test if using a voucher

Student SAT w/essay Opt in
Window

Test Day Supervisor Training

March National Test
Administration

Pre-Administration Activities

€? CollegeBoard

Test Center Supervisor

SSD Coordinator

District

Student

Student

Test Center Supervisor
SSD Coordinator
Test Day Staff

Student

Test Center Supervisor

Mid-December

Now —2/15/17

12/16/16
12/1/16-1/15/17 N/A
1/27/17-2/12/17 N/A

2/9/17 -3/17/17

3/11/17 N/A

3/10/17-4/10/17



Key Dates

Late Accommodations
Request Window

Secure Materials Arrive at
Schools

Administration Date

Accommodated Testing
Window

Accommodations Makeup
Testing

Makeup Administration

Final date to ship answer
sheets for scoring

Educator Score Release

Student Score Release

€? CollegeBoard

SSD Coordinator

Test Center Supervisor
SSD Coordinator

Test Center Supervisor
SSD Coordinator

SSD Coordinator

SSD Coordinator

Test Center Supervisor

Test Center Supervisor
SSD Coordinator

Test Center Supervisor

Students

Late March — Early April

4/4/17-4/6/17

4/11/17 4/11/17 or 4/12/17
(District choice)
4/11/17-4/14/17 N/A
4/17/17-4/21/17 N/A
4/25/17 4/25/17 or 4/26/17
(Determined by
initial date)
4/28/17
6/15/17 6/15/17
6/17/17 6/10/17



Site Establishment & Student Registration
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Student Registration & Materials Ordering

+ CDE’s Role
+ CDE will pull student information from the state interchange
system on 12/16/16.
+ CDE will bulk register all students for either the SAT (without
essay) or PSAT 10.
+ School’'s Role
+ The SSD Coordinator will submit accommodations requests for
students through College Board’s SSD Online system.
+ For SAT, the Test Center Supervisor will communicate the
option for students to choose to add the optional essay.
+ Student’s Role (SAT only)
+ Submit request for optional essay. More details to follow.
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SAT National Testing

+ Virtual schools have the option to either establish a testing center
for their students to take the SAT on the school day test date, or
have their students test on the March 11, 2017 national
administration.

+ Virtual schools will receive vouchers to allow students to register
online.

+ Student registration must be completed by January 15, 2017.

+ Accommodations to support these students follow the same
process and should be requested by January 11, 2017.
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Accommodations Requests

+ The College Board is committed to making sure that students with
disabilities can take the exams with the accommodations they
need, and will consider all requests to ensure that we measure
students’ academic abilities, regardless of their disabilities.

+ All accommodations requests will be submitted through our SSD
Online system. There are two types:

- College Board Accommodations for students with disabilities will be
supported that generate reportable score that qualify for scholarship
consideration. Once approved for accommodations, with limited
exceptions, a student remains approved for all College Board tests.

- State-Allowed Accommodations defined by CDE e.g. English
Language Learners. These accommodations will be requested each
year the student tests.
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SSD Online — College Board Accommodations

+ For College Board accommodations, will be entered from the SSD Online
Dashboard.

+ 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 accommodation 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.
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Requesting Accommodations — College Board
Accommodations

¥ COLORADO

Department of Education

(“7 CollegeBoard



1 O ) D ee-sri-tH R
Who is Eligible?

+ Student must have a documented disability

+ Functional impact needs to be demonstrated. The presence of a
disability does not necessarily mean student needs testing
accommodations. Student’'s needs on a test, such as the PSAT 10
or SAT, may differ from their needs in schoaol.

+ Must show need for the specific accommodation being requested
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Creating Your SSD Online Account

+ 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. |f
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 Application 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

DaSh board el pfi irik aout the Pro est Dates and D ine SsSD Forms | FAC
30 Students I 25 per page j 4 » Create Eligibility Roster  Submit Eligibility Form
Create AP Monstandard Administration Report =
Howw to complete AP MARS =
|. Al Code [alLa x| | | All Statuses « | | All Accommodations « | | All Dates + | Azaral Enter Student Name or S50 Number C
Narrow by: | I I I ! Eeload
I Only show students with pending Applications = accommodations thatwere provided but not requested
Status {D Student Submitted Received [ext SAT ¥
Registration
Doe, John (#0000000007) oPTions = 04 Aug 2009 08 hay 2009 14 Sep 2012
e Approved: Permission for foodfmedication
Documentation: Received 1 Pages on 06 May 20049
Gray, Macy (#0000000002) opTions = 07 hiay 2009 03 hay 2009 14 Jun 2012
PROCESSING
Approved: Permission for foodfmedication
Rubin, Andy (#0000000010) oPTioNs = 02 Aug 2009 05 hiay 2009 14 Apr 2012
PROCESSING
Approved: Permission for foodimedication
Documentation: Feceived 1 Fages an 06 May 2009
| AVAITIHG Gibs, Jos (#0000000014) orTions - 25 May 2008 05 May 2009 14 Apr 2012
INFORMATION Requested: Permmission for foodimedication 18
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What is the Application Process?
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Services for Students with Disabilities

1. Confirm parental consent. You CSABLITY | ACCOMMIOATINS . COSUMENTATION

Student Information

may print our consent form if [ ———
needed. R

2. SearCh for a StUdent or enter Basic Information

First Mame:

a basic student information for a O
new request. Lostame

* Email: * opfional

f‘_? Dt of Birth: [Month ] / [Bay v]  [¥ear |
/ CollegeBoard ;
e Eveges i8S ) [
Gender: O Msle O Female
Before You Begin “Socsset | o[ |-| | *optional
Current School [null(471020) |
1. Parent/Guardian Consgent. Mailing Address
Bafore subrmitting 3 request for accommodations for College Board tests, schools should hay ® USA, including its temitories & Puerto Rice
consent to share student mformation for students under 15 and to reguest accommodations. O Outside ofUSA

parent’guardian approval through the student’s IEF, 504 or other school documentstion, then
must be signed and kept on file. The school should maintsin the completed, signed form with Streetl:
records. The signed form doss not need to be sent to the College Board. If the student is 134

Strestd:

may grant consent to share student information with the College Board.
City:
Click here for a printable parent’siudent agreement form
State: [[NONE | Zip / Post Code:
) . o Home Phone {example 2221115555)

2. Documentation of the student's disability and need for accommod:
In arder to receive accommodations on College Board fests, a student should have decumen
and nesd for accommeodations. Youw will b= asked about the student's documentation durning Next Intended College Board Test
v o - ! o ' h o oo - e Test: |F‘|EESESHEI:I hd

Date: i [rear ]

Cancel -sm & Exit | save & Continue

€? CollegeBoard
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What is the Application Process?

3. Answer guestions about
¥ CollegeBoard I ——

th e stu d ent’s d ISab | I Ity Services for Students with Disabiliies
J ACCOMMODATIONS DOCUMENTATION
Student Disability

f?CDllﬂgEBDEIId Please indicate the student's diagnosed disability. Check all that apply. You may view disahilities by category or
Ser alphabetically. if the student's disability is not ksted, use "Other”.

Confirm Selected Disabilities

‘You selectad the following disabilities. Please confinm your selection and indic
first ocoumed.

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

Expand All S=cions | Coll=pse Al Eeclions

Dlzabamty Time Parlad Firet oo

* Learning Disorder

Attention-DeficitHyperactivity Disorder, ]
Combined Type Vilithin the past 4 seh R =)

o 1 Attention-DeficitHyperactivity Diserder, Combined Type

Longer than 4 school O Attention-DeficitHyperactivity Disorder, Predominantly Inattentive Type (A0

O Attention-DeficitHyperactivity Disarder, Predominantly Impulsive'Hyperactive Typs

Generalized Anxiety Disorder ] -

Viithin the past 4 sch ]

o * Autism Spectrum Disorders

Longer than 4 school

* Visual

Select Another Disablity | *# PhysicaliMedical

* Communication Disorder Speech and Language

s » Intellectual Disability
stemap | confactus | sboutus | press | core=s | hkioes | compliance | s ofuse | prheec i F“S-]I'l‘.‘.hi i “ = ]
Capyright & 20 3 collegsbosam oom, inc Generslized Amdety Disorder

O Panic Disorder
O Post-Traumatic Stress Disorder

€? CollegeBoard [ DepressionDepressive Disorder

[ Bipolar Discrder
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What is the Application Process?

3. (Continued) Answer questions about requested accommodations.

GCollegeBoard . My Account | Logout

PULTUI o H

My Account | Logout

Se S
v v ) Accoumoa Qg:ollegeBoard Services for Students with Disabilities

Select Accommodations J Student Details o/ Disability Documentation

Please indicate the accommodations that the student needs for College Boar|
accommadations that the student uses in school if they are not needed for Co

Student Accommodations

Please select only the accommodations that you are requesting on College Board tests, rather than all the

Selected Accommodation: (none) : :
accommodations that the student currently gets at the school.

Expand All Sections | Collapse All Sections

s endcdiime Selected Accommodation: Reading Extra Time: +50%; Written Language Expression: +50%; Extra Breaks

» Reading / Seeing Text . ) )
Expand All Sections | Collapse All Sections @ Click to view Accommodation Details
» Recording Answers

v Extended Time (2 selected)
» Extra / Extended Breaks

» Modified Setting Indicate the amount of extended time requested for each test or section type. If you are not requesting
extended time for a particular test type, leave that section blank.

» Other

» Use this section to add any additional comments regarding Accomn] Foot Section +50% &) +100% @) Greater than (3,

{time & 1/2) (double time) +100% =

— - = =
Written Language Expression

Icd C
Mathematical Calculations - | O
Listening (Foreign language and music test only) O I O
Speaking (Foreign language test only) O [ O

v Extra/Extended Breaks (1 selected)

[T Extended Breaks @
6} CollegeBoard [T Breaks As Needed Why Cantl Selectthis? @

21



What is the Application Process? Note: We understand that

Colorado schools may not have
cognitive testing. College Board
accepts RTI or MTSS

4. (Continued) Answer questions documentation as well
about the students plan [GErEET=ET g

Saervices for Students with Disatailies

and documentation. /

School Plan

= Does the student curre = '. ale ion plan in place that was approved by the school,
i- CﬂllﬂgeBuard 51 an IEP, 504 Pla

Serasces or 5

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

Flease indicate the type of program: | Cument IEP |
Please mdicale if your school records contain one of more of the folloang lests'svaluabons
Requests for verficaton of documentaton will differ depandng on the studenTs desatslity ar Please provide your best estimate of the date thal the INITIAL (first ever) plan went into effect Tor the
pccommodations. In some cases, the iests‘vvaluations listed below may gn;mdq -|.rn-1|.r r.-p- studeni, EVEN IF AT ANOTHER SCHOOL [NOTE: Estimate the approxsmate date of the siudent's
therefore nol all lestsievaluations listed may be needed See Documenta FIRST plan, NOT curreni pian. For example, if this is the student's tnennial evaluation, the student has

had the plan in place for approximately 3 years. I this is & néw student at your School, bul the student

€) Was 3 Peychiatric Evaluation conducted? had an [EF or S04 plan at the previous school, use the date of the prior schoal's plan)
“i¥es & test was conducted

W Mo 3 sl has not been conducted (Documertabon may be megueed) )1 know the specific date: | MON s jivoal W

11 am not sure of the date, but it was within the kst 4 schood months - DoCumeniation Required
B Was a Psychiatric Update conducted waben the 38 12 monihs?

(1 don lonow | remember the specific date, or it was more than 4 school months ago
Yes. atest was conducied

® No. a les! has not been conducted (Documentabon may be requeed) ) No. a current formal education plan 5 not currently approved for the student (Documentabion

requared
m




What is the Application Process?

By Account Logoul

S. M a.ny I’eq u EStS Wl | | be U Collogeboard Services for Students with Disabilities
approved automatically
th ro u g h O u r SC h OO | - In order for us o |_!|-I1=|r mine il [hn requested accommodations are appropriake, you will need 1o provide

documen 1d on the sludent's disability and

verification system. e _ e
Based on the information | s ettt ittt
provided by the SSD
Coordinator, the system
will identify “No

Documentation

Your Accommodation Request |s Ready to Submit

Requested Documentation

No Documentation is Required

Student Information

Plaase confirm the informaton belew and make any changes prior to you final submission. When you ar ready dick the Submat bution at the
bottom of the pags

IS Req u I red . BASIC INFORMATION MAILING ADDRESS SCHOOL INFORMATION
Mame. John Do 1425 Lower Fermy Rd High Schine . 111262
[t Jam 1, 1997 L | ETS HIGH
Home Prans (222111-5555 EEHCIJL.HARGDIEMTHER
Bdudlion D Jm. 2016 --
SCHOOL ADDRESS
Rosadake Road
Princeton, NJ DBS41, LS
Edit |
Selected Disability Selected Accommodation
Disordar of Witten Expression, Central Auditory Processang, Soral Brtenad Breses Extra Breaks Between Test Sections

Convergence Insufficiency ;
Edit |
Edit

©) CollegeBoard A?
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What is the Application Process?

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

documentation. = e

Services for Students with Disabilities

¥our Accommodation Request Is Ready to Submit

7. The system will request DOOUMENTATN 525D 1t b e Rl o s .
documentation and provide == : o
examples of the types of mm:ETmmﬂ B
documentation that is helpful. —

The documentation suggested e

- o Cognitive Ability (Ccommeny =g st thet mezsure cogn iiities)
Coprive scify tests Should e tomprEnenshe, Indiidualy saministened, standamizec and NoTYHeferenosd assessmants of general
IrRiecius] 2oty =5 wel] = Speciic ogniive domalns of processes. They messons SoiFs SUCh 25 BOSINCE PRRsning, visusl
ErEIEsEing, gEners moavisdge, memory and sfEntion, Imonmation processing, and spemd. or oaet
e, WRE!, KEIT-2, &tc ) ane not and, without an addiional battery of tesis Bre not suficent in
- 1 - Evalumts Cogrite BTy, Flasse ooovios S8E3 B Standad s0ares for sac sui=st, ‘soores, and an
ISability and accommoadation P
§ Wity b5 this r=commendedT
.
beln re uested e Academic Achievement (Commoniy wad texs Tt mesgone soatemic schismmeng
. Achimvemant tests shoud be Inclvidusily sdministensd, nafonaly-nommed, Comonehengive smsecsments of academic achisserment Trey
mmmmmnmmsmm.mmmmmmmmu L VRAT-4,
iz} armnot &7, WitCWLR Bn sdaticnal banery amnnmunmuumm
mm&mmmnuummmBHBHWMNEWDMMMME.MW
FPI scores are not suficient.

8. There is no specific documentation

£} Psychiatric Evaluation

.
r Ir m n r n For psychisic dissiiies, documenisfion should show that = comenshensive sssessment wes conducied fo anfes ot e dagnoss ens
o efmemine: the: nesd for the requesisd scoomenocationis). Documentation should Incuce a hisinry, the nature and ssverdty of
1 symetans, sumeany of esessmen! procadures and eveLESon siuments used [ maks the disgnoss, B namatie summany of the
evalustion resulx, nestment and medication (past and Cument) as weld 2 a8 rEsonake for each SCCoMMONSSon recommendes by the:

evalomior. mmmamwmmmmrmmm.mwmmmnnmm

documentation answers the St e =

B Wy s this recommended?

What, How, and Why questions. Y —

For psychishic dissblili=s, an ennus] evaiustion updete shoukd be done within 12 months of the reausst for scoommodetions, describing
the cument manfestation of your cisabilty and the efiect St it hes on pour scadermic funcioning and =ity o perticipete I
stancenized fests.

B Wy s this recommended?

B Teacher Observations

Tezcher coservations regeriing the Impact of the Stusents Jsanity I= Scnol Bnd N SICEnTs L of SCoommad sions for sohaok-
besed tesis (Teacher =y form may be used|
a this recommancad!

PFrint Documentatian Chackd bt

€? CollegeBoard
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Accommodations Documentation - What, How, and Why

+ When submitting documentation, including IEP and 504
plans, please be sure it is comprehensive and provides
Information to answer the following questions:

- Student must have a documented disability (“What”)

- Functional impact needs to be demonstrated. (“How”)
The mere presence of a disability does not necessarily mean a
student requires testing accommodations on College Board tests.
Include the degree to which a student’s activities are affected.

- The submitted documentation must show the need for the
specific accommodation being requested. (“"Why™")

©) CollegeBoard A?
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Accommodations & Documentation

+ Thereis no set “list” of accommodations: We receive, and
approve, requests for new types of accommodations on a regular
basis.

+ College Board requires that a student have a documented
disability, however there are no set documentation requirements.

- We will review any documentation that is provided.

- Documentation recommended will vary based on the disability and
accommodation being requested.

+ Accommodations required for CB tests may differ from those
needed in school

+ We encourage schools to work with the parents — The request
process is most efficient when the school submits a request online,
has all available documentation, and when parent is aware of what
accommodations are being requested.

©) CollegeBoard A?
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L
Documentation Guidelines

+ Documentation that includes the following is most helpful in the
review process:

- State the specific disability as diagnosed

- Be current (varies based on disability/documentation)

- Provide relevant educational, developmental and medical history
- Describe the comprehensive testing techniques

- Describe the functional limitations

- Describe the specific accommodations

- Establish the professional credentials of the evaluator

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

6 CollegeBoard A@
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Documentation of Disabilities

Documentation for Learning Disabilities/ADHD

- Most helpful:

— Scores from nationally-normed, individually administered testing and
report from psycho-educational evaluation should be included.

— Include the student’s standard or scaled scores (Age/grade equivalents
and/or percentiles are not sufficient), as well as full report.

— WRAT, Nelson-Denny, WASI and/or KBIT alone are not sufficient,
without other documentation. College Board does not require a specific

test

COLORADO

Department of Education .
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Documentation of Disabilities

Documentation for Learning Disabilities/ADHD (continued)

- Where a student has been approved for accommodations through a
Response to Intervention (RTI) process, without comprehensive
testing, documentation is required and the request will be evaluated
through the documentation review process.

— Detailed description of the process used, including all assessment tools used
by the school to determine the nature and scope of disability and the
interventions provided.

— The student’s response to interventions and other assessment tools

— Any other information that would help us to understand student’s disability and
need for accommodations (e.g., teacher evaluations or surveys, detailed
performance reports, etc.).

— Outdated psychoeducational evaluations and test scores, if available, along
with information about student’s current abilities

COLORADO

Department of Education
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L
Documentation of Disabilities

+ Documentation of Psychiatric Disorders

- Provide gualitative information regarding disability and its impact on
student’s ability to take College Board tests.

- Include frequency, duration and intensity of symptoms

+ Documentation for Physical/Medical Disabilities

- Asummary of assessment procedures and evaluation instruments used
to make the diagnosis

- Anarrative summary of the evaluation results, and
- Arationale for each accommodation recommended by the evaluator.

- Temporary medical conditions are not disabilities and have a separate
process. See website for details.

COLORADO
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https://www.collegeboard.org/students-with-disabilities/temporary-conditions

Documentation of Disabilities

+ Documentation for Visual Disabilities

- Include the student’s visual measurements and results from the most
recent eye examination

- If the diagnosis is based on a visual motor dysfunction, phorias, fusional
ranges, depth perception and visual accommodation measurements
should be included. Justification for the request of any or all
accommodations should be provided.

COLORADO

Department of Educatlnn31
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Documentation of Accommodations

+ Extended time
- Documentation that time iIs an issue
- Keep in mind: No self-pacing — consider other accommodations

+ Four-function calculator (for non-calculator sections)
- Documentation on an impact on math calculation

- For non-calculator sections, only basic, four-function calculator
would be approved (no scientific or graphing calculator)

COLORADO

Department of Education .
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What iIf documentation is not available?

The College Board documentation guidelines are recommendations,
however we understand that the requested documentation may not be
available. Alternate documentation such as the following can be

provided:

+ Detalled description of the process used to determine that

accommodations are needed,
Including all assessment tools
used by the school to determine

the nature and scope of disability

+ Qutdated psychoeducational
evaluations and test scores,

If available, along with information

about student’s current abilities

+ Other information such as teacher

surveys, detailed performance
reports, writing samples, etc.

€? CollegeBoard
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fior Sawid wath Diza bk

Teacher Survey

Shudent Mame: Raturm To:

Tepches Name Subject/Class:

Toor tha tamchar: The ibedent named sboee has Eanling Tor Colluge Bosrd bt Four detaiied
Ingrt regarding his/musr nsady on classmom tesh is walughie insur Sapakon making proces

1 How long Bares the siudent been inpoor class?

I DESERVATION: Briefly descrine ywour obsenations of the 51 udent’s dibiliy and it impact turing pour class
‘Whasw poasible, provide ipecilic des. Includs 1ha | and sverily of symatem daplrped Suring clads.

3 ADOORAMODATIONS USED- Wha specdfic sccommodations ane uied by the itudent doring clasinsom mestisg?
Piegar indicate which of theas sccommpgations e ued on s comshben Banis.

4. EXTENDED TiME LEEED: IT the itudimt B provaded esbendied tirs for cliseesom besls, how moch additional time
does heyshe generally use (e, 50%) 1o complete each of the foflewing question types 7 (Note: indicate time
actually waed, ol the time approved |

B Muyltigle-chooe et e

b Other question types, such a5 short-ansser guestinns, emarys. and math problems |Indicre the smount of
addinional time wed Tor cach applicable pype]:
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What is the Application Process?

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

Submit Documentation
1% Close

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

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

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

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

are not currently supported and will need to be faxed.
Upload Documentation Now Fax Documentation Now Back to Dashboard ]

My Account | Logout

L_,COUEQ e Services for Students with Disabilities Iawigate student to Upload Submit request for Submit réquest for
Docurnents page accommodations and navigate accommadations and navigate
Coardinator to coversheet Coordinator to dashboard
Cover Page

d for this application is listed below collect the documentation and provide it
or mail. Ple fill out and print as your fa -

Cover Sheet

o AR R
SSD#: 21711

High School:  Thomas Edison High School
Grade: 11

To: College Board Services for Students with Disabilities

FAX INFORMATION S$5D COORDINATOR CONTACT INFO:
Fax Number: 212.222.1221 Name: Jane Lewis

Attention: Jim Johnson Phone: 212.222.2223

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

{including cover sheet)

COLORADO
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What is the Application Process?

+ Once submitted the review process will take several weeks.
- Start early

- If documents are requested, please be aware that the documentation
listed are suggestions. Follow the guidelines of answering What, How
and Why?

- 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.

COLORADO

Department of Education
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Common Reasons why Applications Are not Approved

+ Insufficient documentation

- Example: Student submits 504 plan, with no documentation explaining
why accommodation is needed.

- Example: Student with visual disability requesting large print, and does
not include visual measurements or results from eye exam.

+ Documentation not current

- Example: Academic scores are submitted from student are more than 5
years old, and no recent information is provided.

+ Requesting inappropriate accommodations
(e.g., time v. breaks)

- Example: Student with diabetes requests extended time in order to test
blood sugar. Student should have requested extra breaks.

COLORADO

Department of Education .
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Common Reasons why Applications Are not Approved
+ No diagnosed disability

- English Language Learner requests accommodations.

- Student who “reads slowly” but does not have a disability requests
accommodations.

+ No functional impact

+ Example: Student with minor hearing impairment requests
accommodations. Student may require accommodations for classroom
(e.g., to listen to teacher) but may not need accommodations for CB test.

+ Accommodation interferes with test validity

+ Example: Student requests graphing calculator for no-calculator sections,
or graphic organizer for writing sections.

Any application can be resubmitted with additional
documentation for consideration even if after the deadline.
College Board will review submissions to work on
approvals for the make-up test day.

©) CollegeBoard A?
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Special Cases

+ Changes in accommodations

- If a student’s accommodation needs to be changed, the SSD
Coordinator can use SSD Online to request the change.

+ Students who transfer

- If a student had previously been approved for accommodations by the
College Board while at his or her old school, the SSD Coordinator can
use SSD Online to move the student to his or her dashboard. There is
no need to reapply for accommodations unless there is a change in
need. We encourage communications between schools/districts to
confirm status.

- If a student transfers in after the February 24th deadline, SSD
Coordinators should submit the request as soon as possible so that
College Board can review in time to allow for students to test on the
makeup test date..

+ Temporary medical conditions are not disabilities and have a
separate process. See website for details.

©) CollegeBoard A?
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https://www.collegeboard.org/students-with-disabilities/temporary-conditions

Requesting Accommodations — State-Allowed
Accommodations
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State-Allowed Accommodations (SAA)

+ State-Allowed Accommodations are ONLY intended for students
who would not be eligible for College Board accommodations

- American Sign Language (Signed Exact English is reportable)

- English Language Learners - students who do not have a disability but
need accommodations because they are still learning English).

+ State-Allowed Accommodations must be requested each time a
student is registered to test.

+ State-Allowed Accommodation requests are automatically
confirmed based on the parameters agreed to by the state.

+ Students who test with State-Allowed Accommodations will NOT
receive scores that can be used for scholarship opportunities.

+ State-Allowed Accommodations can be requested starting 30 days
before the test date, but no later than 11 days before the test date.

€? CollegeBoard A@

COLORADO

Department of Education 20




O T
Accommodation Request — State-Allowed

+ Accessed via the SSD Online Dashboard

+ The State-Allowed Dashboard is clearly marked to remind users
these scores are not scholarship reportable.

Back to SSD Dashboard Helpiul Links: | FAQ

State-Allowed Accommodations > Dashboard

State-Allowed Accommodations (SAA) should only be used by students when
o Notice College Board accommodations are not available. Use of SAA's will result in an
unreportable score and student scores will not be eligible for college submission
or scholarship opportunities.

Your state/district has arranged SAA's for the following College Board tests:

An SAA request must be submitted for each student that requires them. To start,
click the Request State-Allowed Accommodations button below

Namrowby: | EnerAlCode Q. | [ Al Statuses ~ | | All Accommodations - | “3 80 Foter Student Name or SSD Number Q
SAA Request Status 4 Student Submitted Testing
Status

COLORADO

Department of Education "
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Accommodation Request —

Enter basic student
information including
name, home address, date

of birth, and graduation date.

€? CollegeBoard

U CollegeBoard

SAA Dashboard

My Accoumt | Logout
Services for Students with Disabilities

Hepglunis: | C Fomm | FAQ

State-Allowed Accommodations = Student Information

125t SCOrEE tat &2 ot 2igitls 10 be renonsd w0 collgss. unlvarsities ar
soholarship organizations.

= PSAT NMSQT - Oct 15, 2016 - Grags [ 10)

+ PSAT NMSGT - Oct 15, 2016 - Grase (3, 8]
+ PSAT &5 - Sap 26, 2016 - Grade (5 )
+ PSAT NMEQT - Oct 15, 2016 - Grade [ 11, 10,5 )

Please rememiber that the usa of Stale-Allowad Accommodations will resuit In

Wour stEie/dElrict N3E amanged SAA'S Tor tha Tollowing Coliege Board tests:

Plzgse complete the fislos below, wsing the student information a5 f appears n the student’s school recoms. AN fialds

Basic Information
First Mame:
* Middle Initial:
Last Mame:
* Email:
Diate of Birth:

Expected High Schoal
Graduation Date :

Gender:
*SocSec#
Current School

Test Admin

Mailing Address

[Moath ] §[Day ~] ¢ [¥ear »|

([FE
O Male O Female
- * gpdional

[WHEATLAND UNION HIGH ECHOOLIE37ED) +|

[PEAT 25 - Sep 26, 2016 - Grate (9 =

® USA, including its temiteries & Fuerto Rico

2 Outside of LISA
Street1:
Strestd:
City:
Siate: [-MONE | Zip / Post Code:

LT

42



Accommodation Request — State-Allowed

+ Select the accommodation being requested. The list of
accommodations will be specific to those approved by the state.

+ If a student has been approved for a College Board
Accommodation, it will also be displayed here.
QCollegeBoard et o

Services for Students with Disabilities

SAA Dashboard Helpful Links: | Consent Form | FAQ

State-Allowed Accommodations > Select Accommodations

Please remember that the use of State-Allowed Accommodations will result in
A Important test scores that are not eligible to be reported to colleges, universities or
scholarship organizations.

Choose the State-Allowed Accommodations needed by Taylor Swift for the PSAT 8/9 Sep 26, 2016 test.

Note: Our records show that Taylor has also requested or been approved to use the following College Board accommodations:
Under College Board Review Extended Breaks

¥ State-Allowed Accommodations

[ State-Allowed: Extended Time - 50%

[] State-Allowed: Extra and/or Extended Breaks

[] State-Allowed: Extended Time - 100% or more

[[] State-Allowed: Record Answers in Test Book

[[] State-Allowed: Late Start

[[] State-Allowed: School Location Other Than Classroom

© CollegeBoard



Accommodation Request — State-Allowed

T/ CollegeBoard

WMy Accourt | Logout
Services for Students with Disabilities

SAA Dashboard =

+ Review and submit
Siate-Allowed Accommodations = Review and Submit

req u est- Flaage remamozr that ihe us2 of Siate-allowad Accommodations wil reeltin
ﬁ Important 1e€t ecoree that are not eligible fa be reporied fa colleges, unlversities or
SCNHIAFENID OganiZEnons.

Student Information
Flesse confimm the Information below snd make sny changes pror i pou final submission. When pou sre neady ook e Submit bution st the botom of

he page
BASIC INFORMATION MAILING ADDRESS SCHOOL INFORMATION
121 Main Ereed High Echoal Code: 06E7BD
Wiwatiand, CA 56852, UE High Echoal Mame:
B [TeEtE Az HEATLAIDLIIGN HIGH
ety ahoa.oom
SCHOOL ADDRES 3
1018 Wheetiand Roed
Wmeatiand, C& BEREZ, L3
Edit
State-Allowed Accommodations College Board Accommodations

Bfafat(hoend: Late Biart Under Collsgs Basrd Review Exiended Bresks

Edit

Consent Form

Paremalgusmisn mnsant 15 share swrent iInformation wih Colisgs Board, and i reguest arcommodations: that will resul in scores that are nom

bo colages ard HHMMI&'M““EW rmemnsnu.mls.usmmt conment.
Thes consant shoud b maintines &5 part of the shisents o i you 8 SEpars Corsest fore for Our MECnets, we prvide this Consant Fom
for State-Alowed Accummod afions.

Do you nEve consent Bom e reEnt parentguaian, Irough the sudents |EF, S04, Englsh Language classfication or ofher congent formT

) Vs, | Beve consent on fike: or fhrough B welid [IEF, S04, or English Language Leamer cassficsion
L= 1L0]
' pow nesd & separale consent form for your Feconds, print the: Cons=nt Fomm for State-Allowed Accommods 13’5«.ﬂnﬂ|&mﬂmm Delow,

10 save the Nformation pou have enterec 50 far. Onos you ReEve cotained & signature, jocate the Student’s name on the Swl=-Algwed ACcommodstions.
dashboam, and ssiect "Bk Request™ nest in the shrdents rame, 10 submit the regquest

Confirming Information

| ey tnat thee Information Eroviced 0 My MESSONSES SOV 5t BN BoIurme. | Eiso acknowisge tnat | am saers that peomuse Stme-Aldowes
Accommeodsfions ere not reviswed or approved by e Coliepe Board's Sendoes for Eludents with Dissibies, the sudent's scores for the PEAT 23
E=p Z€, 2015 test Administration &re nct colsgs rapantscle orsig ok fr renoting fo schomrshis npanrstons.

[ ‘omeck to confiem acoepance of the this stmisment

44
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1 O ) D ee-sri-tH R
Prioritizing Requests

+ Accommodation requests may begin once you receive your access code
and have established an SSD Coordinator.

+ While we encourage schools to start early, we suggest prioritizing requests
as follows to allow you to take advantage of the SSD Online system
enhancements as they become available.

+ Beginning now

- Identify any students who have previously been approved for a College
Board accommodation, for example those who took PSAT 10 or AP last
year. There is no need to reapply for accommodations for these
students unless their needs have changed. They will receive the same
accommodations as previously approved.

- Submit applications for any students with an IEP who have been
receiving accommodations for more than 4 months.

COLORADO

Department of Education
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1 O ) D ee-sri-tH R
Prioritizing Requests

+ Beginning in January

- Submit applications for any students with an IEP who have been
receiving accommodations for less than 4 months.

- Submit accommodation requests for students who have 504 plans.
- Submit any state allowed accommodation requests.
+ Alate request window will be supported for the following reasons:
- Students who are newly enrolled at the school
- Students who are newly classified at an eligible grade level.

- Students who have a newly identified disability

COLORADO

Department of Education
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Preparing for Test Day

COLORADO
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Standard Schedule

I - e e
(in minutes) (in minutes) (in minutes)
z g z

: 1 1
s s s
s s s
: ; :
X 5 5
s s s
I % s
3 hours 4 hours 4h, 50m
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PSAT Testing Rooms

Extended breaks

Room Type Standard Room(s) Non-Standard Room State-Allowed Room
Room Label Standard S;T;:z;d Nunr:JSJ;[laerEard State-Allowed
Description Mo accommodations are Approved Approved accommodations Accommodations allowed
used; students test inthe | accommodations that that are separate from the by CSDE that do not result
standard testing rooms can be used in the standard testing rooms and in a score reportable for
standard testing rooms can test in the scholarship opportunities
under standard testing accommodations window
schedule
Examples « Mot applicable « 14 pt Large print « 20 ptlLarge print e« ASL interpreter
(NOT »  Wheelchair » MP3 Audio » Use of word-for-word
EXHAUSTIVE) accessibility « DBraille glossary
» Large-block answer »  50% Extended time o« EL Math only
sheet » 100% Extended time
« Magnifier +» DBreaks as needed
»
»

Extra breaks

Where to find
students who
qualify

Pre-ID from Data
Pipeline

Eligibility Roster in 35D
Online

NAR Report in S5D Online

NAR Report in S5D Online

Person
Responsible

Test Center Supervisor

Test Center Supervisor

55D Coordinator

S5D Coordinator

Test Date(s)

Apnl 11 or 12, 2017

Apnl 11 or 12, 2017

Aprl 11 or 12, 2017

Aprl 11 or 12, 2017

Make-Up
Test Date(s)

Apnl 25 or 26, 2017

Apnl 25 or 26, 2017

Apnl 23 or 26, 2017

Aprl 23 or 26, 2017

PSAT 10 Test
Book Colors

Orange

Orange

Orange

Lirne

“MNAR = Nonstandard Administration Report

6 CollegeBoard




SAT Testing Rooms

Room Type Standard Room(s) Non-Standard Room(s) State-Allowed Room
Standard Mon-Standard Mon-Standard

Hoom Label Standard Roster Roster NAR™ State-Allowed

Description MNo Approved Approved Approved Accommodations

accommodations

students test in

are used:

accommaodations that
can be used in the
standard testing

accommodations that
are separate from the
standard testing

accommodations that
are separate from the
standard testing rooms

allowed by CSDE that
do not result in a
college reportable

the standard rooms under rooms and can test in the score
testing rooms standard testing accommodations
. schedule window
mzfmtﬂgg Pre-D fromData | Eligibility Rosterin | Eligibility Roster in NAR Report in NAR Report in
qualify Pipeline 55D Online S5D Online S5D Online 55D Online
Examples « Mot « 14 ptlarge print | » Extendedbreaks |« 20 ptlarge print » ASL interpreter
(NOT applicable s Wheelchair + Extrabreaks + MP3 Audio + Use of word-for-
EXHAUSTIVE) accessibility + 50% Extended + Braille word glossary
« lLarge-block time (All sections | 50% Extendedtime |« EL Math only
answer sheet for SAT no essay) {All sections for
« Magnifier s 50% Extended SAT with essay)
Time (Math only)  100% Extended
» 50% Extended time
time (Essay only) |« Breaks as needed
Person Test Center Test Center Test Center - -
Responsible Supervisor Supervisor Supervisor SSD Coordinator SSD Coordinator
Test Date(s) Apnl 11, 2017 Apnl 11, 2017 Apnl 11, 2017 Apnl 11-14, 2017 Apnl 11-14, 2017
Make-Up : . . . _
Test Date(s) Apnl 25, 2017 Apnl 25, 2017 Aprl 25, 2017 Aprl 17-21, 2017 Apnl 17-21, 2017
SAT Test Book Purple Purple Pink Blue Lime

Colors

“NAR = Monstandard Administration Report

6 CollegeBoard




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.

COLORADO

Department of Education
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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). The equivalent of ACT’s 3 foot rule.

+ Ensure unimpeded access to every student by staff.
+ 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.

6? CollegeBoard A@
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Staff with Household Members who will be testing

=+

Staff with children or those who have students residing in the same
household cannot have access to any test materials for the same
assessment(s) the child is taking before, during, or after test day. For
example:

- If a staff member’s child will be taking the SAT, he/she cannot serve as

testing staff for the SAT, however he/she may serve as testing staff for
PSAT 10. Or, if a member’s child will be taking the PSAT 10, he/she
cannot serve as testing staff for the PSAT 10, but may serve as testing
staff for the SAT.

It is possible for test day staff to serve multiple roles in a small test
center. We recommend the Test Center Supervisor remain in the test
room and have the additional test day staff serve the Hall Proctor.
However, for large test centers we recommend the Associate
Supervisors be in the testing rooms, with appropriate number(s) of
Proctors and Hall Proctors. The Test Center Coordinator then can float
around the test center, assisting with questions and resolving any issues
that may arise.

€? CollegeBoard



Room Proctors Needed

Apply the ratios listed here on a room-by-room basis.

Planning for Staffing Needs

+ Each school should plan for one
Test Center Supervisor and one
SSD Coordinator. All test day staff

1. Start with one associate supervisor per room.
2. For each room, add room proctors if needed:

Number of Test-Takers| MNMumber of Proctors

For a Single Standard Testing Room

. | - 34 0
must be district employees. —— ,
51 — 100 2
101 or more | proctor for each

+ There should be a minimum of one
Associate Supervisor (test administrator) For 2 Single Nonsta
for every 34 students for standard roomsj|'-10
and one to 10 for nonstandard rooms. —

additional 50 students

Hall Proctors Needed

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

Number of Rooms | Number of Hall Proctors

| -5 I
6-10 2

+ 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 |n use. More than 20 | proctor for each

additional 5 rooms

€? CollegeBoard A@
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Roles and Responsibilities at Participating Schools

- Associate Supervisor(s) are accountable for everyone
In the testing room and everything that takes place in
that room including management of all testing materials,
conduct the testing and monitor test-takers to ensure a

fair administration

* Must be a district employee

« Each room requires one Associate Supervisor.

* OneAssociate
Supervisor must
be designated as
the back-up for the
Test Center
Supervisor

Monitor students

Enforce

Admit & seat -
policies

Complete Report
seating chart irregularities




Training for SSD Coordinator and Staff

+ 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.

+ PSAT - College Board will be conducting a test day training
webinar for test center staff in mid-to-late March.

+ 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.

6 CollegeBoard A@
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Test Materials Delivery

+ All test materials for students will be addressed to the Test Center
Supervisor.

— The SSD Coordinator should work closely with the Supervisor to
ensure all materials are received.

— All materials must be kept secure in a safe or locked office prior to
test day.

— If materials are missing or damaged contact College Board
immediately at 1-866-917-9030

+ In addition to test materials, schools will receive Pre-ID labels to
be affixed to answer sheets as part of a pre-administration
session.

COLORADO

Department of Education .
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Test Day & Post Test Day

v Administer the Test
v Return answer sheets

COLORADO

Department of Education
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Test Day

+ SSD Coordinator/Associate Supervisors will be responsible for
distributing, collecting and maintaining security of test materials.

+ Students will complete the questionnaire on test day, per CDE
guidelines, if it was not completed in advance.

+ Test Center staff should have a copy of the testing manual on hand
for test day.

- Everything educators need for test day is included in the
supervisor’s manuals.

- Electronic versions will be available on the Colorado website in
January (www.collegeboard.org/colorado)

COLORADO

Department of Education
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Test Materials Return — PSAT 10

Used Answer Sheets and Forms

fAasrmble and pack materixls 1-4 in the sequencs showis.

& [Ran thes posdalisbed couiier psium Bon | e Chad o me
WILE Vel laEL maabea il

v Kesp areresr cheste fal 4o not demsgs the sdose
oz ume rubbai bande taps, or mapler Do i woap
Lherm m anrhing sid do net mcteds Bl o addsional
ik g misisaniale

6 CollegeBoard

+ Follow the instructions in the

PSAT 10 Supervisor’s Manual
regarding the order in which to
pack answer sheets and
related materials in the pre-
labeled courier box(es)

Note: Test books for PSAT 10
do not need to be returned.
However they do need to be
recollected and stored
securely.

Follow the instructions in the
Supervisor’'s Manual to store
any used test books securely
for use in review with students
when score reports are

returned.
Fe\ 4
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Test Materials Return — SAT

Used Answer Sheets and Forms

Aszsemble and pack materials 1-7 in the sequence shown. 380 Coordinators:
Follow instructions given in Section G of The SAT School Day Testing Manaal,
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Contact Information

+ Colorado Website: www.collegeboard.org/colorado

+ College Board’s Colorado School Day Support:
- 1-866-917-9030
coloradoadministratorsupport@collegeboard.orqg

+ CDE: WIll Morton
- 303.866.6997
Morton W@-cde.state.co.us
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