Welcome! We will begin shortly.
You may not be able to hear any
audio at this time.

TeStlng Tlps' . Call in information: 1-866-469-3239
Michigan SAT with Access code: 634 730 985

Essay, PSAT 10, and

PSAT 8/9 for 9th You will be emailed a copy of this
Grade presentation and a link to the

recording shortly after we
conclude.

Spring 2018
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Ag enda Today we will review key reminders and questions that test
supervisors may have while preparing for test day, covering a
variety of topics.

Topics Include:

Frequently Asked Questions
Using English Learner Supports
Accommodations

Rosters

Preadministration Session
Important Forms

Returning Materials

Preparing for Makeup

6 CollegeBoard



Frequently Asked Questions




S
I didn't get any

emails with tracking
information. When

are my packages

coming? How do I

know 1f I received
everything?

NOTE: The State of Michigan was
experiencing a network outage today
(3/21) and access to the Secure Site
was affected. They are working to
restore access.

6 CollegeBoard

The emails that include tracking numbers were producing incorrect
information and therefore were not sent out.

All tracking information is available in the Secure Site.

99% of all materials for schools in the state were scheduled to be
delivered by the end of the day on March 21.

Once you inventory the materials and additional standard materials
are needed, use the additional material order window in the Secure
Site to request additional standard materials.

Additional material order window is March 21-March 28,
2018.



Can Students have - Students are encouraged to bring food or drink to
consume during designated times.

SnaCkS? « Snacks can be stored under a student’s desk or
placed in a desighated area away from the testing
materials.

* The testing room should have a designated area in
which students can eat to ensure test materials are not
ruined.

 Students may not eat or drink during the test (unless
the student has an approved accommodation to do so).



A student arrived - If students arrive before the timed test has begun, send
them to their assigned testing room.
to school late. | |
 |f students arrive after the timed test has begun, we
What do I do? suggest designating a late arrivals room.

« The late arrivals room must begin the timed test before
the regular testing room begins their first break.

« Students who arrive after the timed test has begun in
the late arrivals room cannot begin testing and should
take the makeup.

* |If your school does not have the staff or facilities for a late
arrivals room, students who arrive late should be
scheduled for the makeup.



Somethlng - The irregularity chart in the Supervisor Manual provides
d guidance for most issues that would occur on test day.
unexpeCte - Please do not guess as to what action to take. Follow the
happened_ What directions in the irregularity chart so that student scores are
not jeopardized.
doIdo?

Appendix Irregularity Chart

Irregularity Chart
Example S: How to handle irregularities

Irregularity What you should do How to fill out the SIR
Test Site Issues

Flre alarm went off Test site closing/ In the event of a storm, power failure, or other Explain circumstances and impact of

cancellation of emergency that requires cancellation before test day:  issue and section(s) affected
testing = Notify your principal or district. Bubble Page 1, Section
Supervisor gave too much or too J ey omp g e e
p g Call SAT School Day " Notify students of the cancellation. Include a list of students affected.
- - Support immediately. * Don't attempt to use the test materials you have on-
llttle tlme site. Secure them for earliest possible return.

= Order makeup materials as soon as possible.

- - Interruption s Provide clear instructions for student safety. Note the source, length, and impact
Stu dent was dlsruptlve o * Direct students not to talk or use electronic devices.  Of the interruption and the section(s)
= Collect test books and answer sheets, if necessary. affected.
Call School Day Ensure that the room is locked if everyone must leave. Bubble Page 1, Section

Cust S rt if aryi : S
ﬂ_: ir?bl:.:rrupgﬁic::e ; = Monitor students if they must leave the testing room. 60— Disturbance/Interruption.” Fill in

= d i the number of affected students in 6a
Eeep them together in a group and do not allow them
Student g ets Sle fire alarm) can't be and the testing room code in box 6b. If

resolved. to go to their lockers. . :
» If you're able to resume testing, ensure that materials the entire school is aﬂmed., not:e this
in the “Comments”; otherwise, if no

- - and. students were properly monitt?re_d, and continue testing room code is available, list the
testing where each room left off. Timing should be . A
u en rl S answers ln Wron sused. and no extra time may be given individual students and their answer
- P - ¥ e given. sheet litho codes.
t = If testing must be canceled:

S e c lon —Don't attempt to use the test materials you have on-

site. Secure them for earliest possible return.

— Order makeup materials as soon as possible

and more — Notify students that they will take a makeup test.
LT —

Incorrect, Missi D d, or Defecti

Materials missing Report if any materials are missing or damaged; if Note any such irregularity.

or damaged before you detect any loss, theft, or tampering; or if the serial g,ph1e Page 1, Section 6—*“Missing
testing numbers on the test books do not correspond with materials.”

J those on the Shipping Notice.

Call OTI immediately.



What are optional
codes and testing
room codes?

Optional Code — PSAT Only

Schools that wish to have their students’ paper score reports
sorted for easier distribution may select optional codes.

«  Some schools assign two-digit codes to particular counselors or
particular home rooms. The optional codes are then provided to
students to be gridded on their answer sheets.

« If codes are not used, the paper score reports will be returned
alphabetically by student last name.

Testing Room Code — SAT sand PSAT
» Also optional, highly recommended
» Three-digit code designed to help reduce score holds

 If there is an irregularity, the holds will only be applied to the
room(s) with the irregularity rather than all students

* For both the optional code and testing room code, these are
codes assigned by the school. Provide the codes to the
appropriate associate supervisors on test day, if you choose to
use these codes.



Additional Notes + Materials

.  All materials will ship to the attention of the primary test supervisor.
fOI' Off' Slte * You will receive enough extra testing materials. You will not need to break
apart bundles for the off-site locations.

You will also receive enough extra return items to ship your testing
materials back.

[.ocations .

* Pickups
. Only off-sites will have 5-digit test . Fégmgs will be scheduled the day of testing rather than the day after
center codes for SAT this year. ' , , o ,
« The test supervisor can use the information in the email to reschedule, as
« If you haven't received your test needed.

center code yet, contact the Michigan .
Educator Hotline. Makeup Survey Email

 Only the primary test supervisor for the school will receive the email(s) to
« There are no test center codes for submit for makeup materials.

PSAT. « The off-site supervisor should notify the primary test supervisor of how

many absent students or the types of irregularities at each off-site
location.

« The primary test supervisor should submit a consolidated response, one
for each assessment.



English Learner Supports




Eng]_ISh Leal’nel‘ - Prior approval of translated test directions or word-for-word

SU. orts glossaries is not needed.
pp An updated approved glossary list (with additional

languages) and translated test directions are currently
Supports are available at posted online.

www.collegeboard.org/michigan . The additional supported languages for glossaries are:
French, Somali, Italian, Cambodian (Khmer), Burmese,
German, Hmong, Japanese, Korean, Nepali, Punjabi,
Romanian, and Swalhili.

Translated test directions are in PDF format and must be
printed by the school ahead of test day.

Students using a glossary or translated test directions can
be tested in a standard testing room, unless the student is
also approved for other testing accommodations.


http://www.collegeboard.org/michigan

Accommodations




: - Small group is an accommodation geared more for
WhatIS the national, Saturday administrations of the SAT where the
dEflnlthn Of a test center needs to know how to organize the students

that are testing.

small group?

« For School Day tests, there is no minimum number of
students that must test together.

« Therefore, if a school has the space and staff to test
each student individually, this is not prohibited.

« The College Board typically gives guidance of 5-10
students. However, it's important to make sure the needs
of the student are being met.

* One student might need a smaller configuration,
whereas another student could be comfortable with 10
students.



[ seemed to have
gotten a lot of
extra SSD
materials. Why do
[ have so much?

* The College Board ships SSD materials based on students
in the pending and approved status for the state’s
contracted grades, which is 11t and 12t for SAT, for
example.

e Therefore;

 You will receive materials for a student who may
not be testing.

 You will receive materials for a student who may
not have an approval in SSD Online yet. Be sure to
monitor the dashboard for status of approval
before administering the test with
accommodations.



What if a student « A student who opts not to use his or her approved

) accommodation must provide a written note signed by
doe_sn t want to use the student’'s parent or guardian.
their _ . Keep the note in your records at school.
accommodations? - Update room rosters, as necessary.

° Remove the student’s name from the NAR.



Confirm the student has been approved in SSD
Online.

What if a student just

gOt approved_for * You should already have SSD materials for the
accommodations at student since College Board “ships to pending”
: o) status.
the laSt minute:  Handwrite the student’s name on the NAR, if
necessary.

« Update room rosters, if necessary.



What if a student  There are a number of valid reasons that a student may
c not be on the NAR.
1sn't on the NAR,

] « If the SSD coordinator can confirm that the
call they still test accommodations have been approved in SSD Online,
Wlth the student can test with accommodations.

aCCOHlmOdatiOIlS7 « Handwrite their name on the NAR, as needed.



How do I make sure
the flash drives are
working?

MP3 Audio and ATC Formats

« The MP3 audio and ATC test formats are delivered on USB flash
drives.

* To use either format, a student must have a computer with a
USB port.

« Chromebook, Mac®, and Windows formats are supported.
« Since a USB port is required, a tablet may not be used to take
the test.
 Prior to test day, check each USB drive to ensure its functionality.

* From time to time, a license may fail on specific machines or
USB ports.

* If you experience error messages referring to media
authorization or unlocking of media and/or licenses, follow
the instructions under “Troubleshooting for USB Formats” in
the manuals.

« IMPORTANT: If you have any questions or would like support
in walking through this process, please contact SSD.

 After ensuring the devices function properly, remove and securely
store each USB file in its original packaging for use on test day.



HOW do I knOW There are 3 colors of test books for SAT this year.

« Students use PURPLE books if they are testing under the
What CO]'OI test ] following conditions:
book a student will » In standard or accommodated rooms on the primary test day
use? « 14-pt large print, small group, extended breaks, extra breaks,

four function calculator on the math-no calculator section,
permission to test blood sugar, large block answer sheet, and
more.

heck the NAR for all SAT student : : :
tCesifngtw?th accgéao?iati;;g a;r:is - Students use BLUE books if they are testing under the following

what color test book they should use. conditions:
* In accommodated rooms during the accommodated window

» Reader, MP3 audio, 100% extended time for reading, 50%
extended time for reading, breaks as needed, 20-pt large font,
braille, and more.

PSAT 10: ORANGE or Green (State-
allowed only)

PSAT 8/9: RED or Green (State-allowed _ _ _
only) - Students use GREEN books if they are testing under the following

conditions:
 Using state-allowed accommodations.



Timing Charts

Testing Rooms

It is very important that associate
supervisors in all rooms understand the
timing in which their students will be
administered for the test.

Be sure to look at the script page
numbers that are given to follow the
correct script on test day.

Look at these scripts AHEAD of test day
so that the associate supervisor is
prepared and knows which pages to use.

The use of the wrong script or incorrectly
timing the test will result in an
irregularity.

Appendix  Ooersew of Accommadaned Timing and! Broaks

Overview of Accommodated Timing and Breaks

TIMING CHART FOR ACCOMMODATED SCRIFTE 1-8

Total SKT
Sectken 1  Sedion?  Secthon3  Sestiond  SectionS  TetalSAT  with Essay
Beading | Weiting and Mlath - Mash- Eastiey
L e Balel A
Bewlpt 1 &8 minil: 25 miaul 2= minib 55 mis 2 min. break
Btandan Timas
Manabandard Hominstes | a
Room) 15 misetia | 7 minubss
10 min. bewak & min, hineak
Bexlgl 2 k] 25 sl = minit: 28 mis 2 min. hrask
- Extra S-mis besak =
wilks [r—— 3 houss, 4 houra,
By 3 milnubas & min. hreak | 20 mizeies | 17 minuiss
e
S-mis Besak | S-min, hneak | S min. bifeak 25 minules
Bexlpi & Tl 55 mé 38 milnls Al m= 2 min. hraak
Exteadsd Time | Smiz break -]
5 miln. besak 4 house, HEA}
One-Diy 4 minubas % min. braak | 97 mizctea
Tauling 41 mizu
S.ml= break | S~min. hreak | 5-min. beaak 37 minules
Bexipd 4 & Mmd 2 mi LLE 2 min. break
Lo S.mi= braak L]
Ewtandd Tina T bk & houss, P —
£2 minubas & min, break | 20 EIEWa | 7minutes
—
§.mle besak | S-min. hieak | eod Day @ A0 minubes
Bexlpl 5 4 LEES 2 minub 42 mis 2 min. break
£
Ewtended Tise | S-mis Bedak
5 min. Bosak (A & hours,
Twe-Diagy A0 minubes & min. break 14 minilaE
Teailng Pry—
§.mle besak | S-min. hieak | eod Day @ 57 minules
Berigi 6 &5 58 243 i nuls 55 mis 2 min. hreak
MF3 Al -
S.mi= beeak | S-min. hreak
ey ey vy 7 houss, & hours,
&5 minubes | 57 minuies 5 min. hreak | L0 mizwiea | 57 minubes
35 mimh
Smim besak | @nd Day 1 | 2 min, hreak 50 minubes
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Rosters




How do I access
the Supervisor
Online Attendance
Roster (SOAR) I
used last year?

The use of the Supervisor Online Attendance Roster
(SOAR) has been discontinued for SAT School Day.
Schools will locally create their own rosters.

22



How do I create
rosters?

Run the

The list of all students testing at your school is called the
Master Student List.

Student Pre-ID Report from the Secure Site for all

students who have been pre-ID'd. Refer to

www.m

ichigan.gov/securesitetraining for assistance.

An example is shown in the manual, but schools may choose to
include other information as they deem appropriate based on
the school’s needs.

Sample Master Student List

These are suggested fields; you should create a list that is based on your own school’s needs.

Testing
P=present Room
A=absent [est Type (3-digit Accommodated?
55D/5tudent M=moved SAT code/room Y=Yes Testing Test Book
Last Name FirstName M.. DateofBirth 1D Number X=no entry bAT wiEssay) name) M=MNo Group Tyvpe Staff Assigned

1 Jones Anita B8 BOOO DFIFIFIF F FAT f23 N SAT A Teacher
2 Smith Terry o P v b forarore A EAT w/*E-ssg}.f f56 N E.sgay B Proctor
3 Ramirez Jedan 4 2SS 2000 SESESEST F FAT rz2:2 N SAT A. Teacher
4 Brown Robert A F S 2O COOTO24TIF P FAT w.Essay 787 ¥ SB 28 Blue S Seholar
5 S.L;Y}'Hanskl Ella SN2 2000 ATO 28T IF P AT [ = ¥ TZ ?ur'frj'a. ME oo dinator
& Novih Adrian P = OOPTO2ET EE P AT W/E‘SS&)«’ 234 ¥ = ?ur'frl'a:. T. Coach
7
8
9

:
]


http://www.michigan.gov/securesitetraining

How dO I create . Once you have generated a Master Student List, divide
rosters? the list of students into individual room rosters.

Supervisors can include the information on room
rosters that is most appropriate and effective for the
school’s needs.

A copy of the Master Student List should be returned
with the testing materials after testing is complete.



Preadministration Session




Preadministration . Holding a preadministration session in advance of test day
: allows students to fill out information on the answer
SeSSIOn sheets early to reduce extra test day activities.

If a session cannot be completed in advance of test
_ . _ day, the manual indicates how students can
What is a preadministration complete the session after testing is complete.
session?
The preadministration session allows students to:
Fill out the required personal information
|dentify the colleges, universities, or scholarship
programs that they want their 4 free score sends to
be sent
Opt into Student Search Service® and complete
optional questionnaire

26



Preadmainistration

Session

2017-18 SAT School Day
SAT

Plan for approximately 45-60 minutes for SAT

SAT'SCHOOL DAY

Student Answer
Sheet Instructions

Spring 2018

Distribute pre-labeled answer sheets and student answer
sheet instructions.

All students will complete:

Part 1: Personal Information

- All students, including those with labels, will bubble
information including their name, school (Al) code, date of
birth, address, grade, and UIC.

Part 2: Score Sends

- Students will use the student answer sheet instructions to
locate the appropriate codes for any colleges or
scholarship programs.

Part 3: Optional Questionnaire

- Students will use the answer sheet instructions to respond
to the optional questions. Students are not required to
complete every optional question. They can choose which
questions to complete.

27



Error in Student
Answer Sheet
Instructions

SAT Only

Top of page 2 says:

Turn to page 7 of the answer sheet.
GPA and Rank 24-27: These questions ask for your best estimate of your
academic progress.

¥ CollegeBoard. Spring 2018

SAT*SCHOOL DAY

Student Answer
Sheet Instructions

This g am to camgit T Schoo Special

- The top of page 2 incorrectly indicates to turn to page 7.
- Students should actually be directed to turn to page 11 of
their answer sheet.

- Direct associate supervisors that before beginning the
preadministration script, have students to turn to page 2 of their
Student Answer Sheet Instructions.

- Find the top of the second column “Turn to page 7 of the
answer sheet.”

- Then direct students to replace the “7” with “11.”
- Return to the script and start your preadministration session.

28




Preadministration « Preadministration instructions are in the PSAT 8/9 and

- PSAT 10 Supervisor Manuals
Sesslon « Affix pre-ID labels to student answer sheets
PSAT « Students will use student answer sheet instructions to

go through questionnaire

« Schedule a preadministration time so that students
enter demographic information

* 30 minutes for PSAT 8/9 and 30-45 minutes for
PSAT 10

29



UIC on Answer
Sheet

Students should bubble “Student
ID No.” and start from the first
box on the left when entering
the digits of their UIC.

@ Student Identification

@ Student ID No. ) Social Security No.
QOOOOOOOOOOOoomo oo
QOO OOOOOOOOOOLOO
Blolalalalalolalalalalaleleled
QOO OAEROGEROEEE®®
BIOIOIOIOIOIOIOIOIOIOIOIOIO LY
OO ®
OEEEEEOEOEOLEOEOO®
QOO OO OO OOOOOd@
IO OO OISO IO IOIOLICOLEY

All students will bubble in their UIC as their Student ID
on the answer sheet.

Students can find their UIC in the upper-left
corner of their pre-ID label.

Any student that does not have a label (as well as
homeschooled students) MUST be pre-ID’d in the
Secure Site and a label printed locally to be placed on
the answer sheet.

1234567890 ) LastName First Name
g D SchoolName

DOB. mm/ddlyyyy
GENDER:M GRD: XX

Assessment Name/Year 321654987

(Pre-ID Label)



Important Forms




Supervisor's
Report Form (SRF)

SUPERVISOR’S REPORT FORM (SRF) ’
FOR SCHOOL-DAY SAT® TEST SUPERVISORS
MUST BE RETURNED WITH USED ANSWER SHEETS

Print and! fill in the appropriate circes on his form. Use a No. 2 pancl only,
For detalls on this process, please reter o your manual

TEST CENTER INFORMATION

sooireme OUF High School

e 123 Main Street

Fumlrar a0 St

Anytown, State 12345
Gy Suwlounry Epforta Code.
SCHEDULED
H ADMINISTRATION n MAKEUP EXAM
= O October ©) This Is an SAF for a makeup
O February aearm. Plesse review box 310
are ensure that you have
earmeetly marked the month
@ sord ariginally seheculed for this
O May exam.
For Makeups:
bible the origi nally
scheduled exam month.
USED ANSWER SHEET HAND COUNTS I' SAT ﬂ s
Count by hand the used answer sheets and record ww:l
quantities in boxes 6, 7, and 8. ESSAY
(#) Used Large-Block Answer Sheets + 5 ’
(INCLUDE sheels thal ane ingorrectly gridded or defect ive) lin using leac
(2.9, 3123) and fll in
(6] Used Reguiar Answer Shoais ding
(INGLUDE sheets that are incomectly gridded or defect ve) 3l
€ Total Count of Used Answer Shoets Fleturned (a-+5) = + 3le Eﬁ? 16
@@
n Are you submitting a 9
Supervisor's Imegularity Repart? @@
L 6] @
@ to @ PQ‘
O Yes 5 P@*
(&)
@EDE|
TEST CENTER SUPERVISOR'S SIGNATURE a
The total used answer sheols ralumed have bsen hand couled EIE)
The inlermatien above |8 accurate to Tha bast af mry knowlesdge,
Sgnstue: 5’«@‘ KWWP (OFFICIAL USE ONLY |
elojelojololo)
o, _1/11/2017 ololololololo
ojojelojolelo]
S I
TOEISE0TESAN PrriedtheUSA  ISDISOS 789382

REQUIRED form.

SRFs will be returned for PSAT 8/9, PSAT 10, and SAT

The test supervisor is responsible for completing the
SRF for all answer sheets.

One SRF for each assessment.

When testing has concluded, the test supervisor is
required to count the number of answer sheets and
record the number on the SRF.

This form is scanned and must be completed using a
No. 2 pencil.

* You cannot make copies of this form.

A sample form is included in the supervisor's manual.
It is extremely important to correctly grid the Al code.
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SuperViSOI" S . Uselz t(?_e Supervisor’s Irregularity Report (SIR) to record an irregularity,
) including:
Irregularity Report . Security incidents

- Misconduct

Sample Supervisor's Irregularity Report (S
ot matchyour schools testdate. B - Test question errors or ambiguities

5 SAT SCHOOL DAY SUPERVISOR’'S
IRREGULARITY REPORT (SIR)

- Other incidents or disturbances
- Student complaints

- Make sure reports are complete and explicit. Fill out just one form for
each issue, even if it affects more than one student (such as mistiming).

Home: Town High Schaol L

282 Main Streetl

Home. Town
st
12345 LYY

- Irregularities filed by associate supervisors must be countersigned by the
test supervisor, who should add any information that might be useful.

Us A

- Keep a copy of any SIRs submitted should College Board require
additional information during their review.

- They will also be useful when completing your makeup materials
| requests.

- See the appendix of the Supervisor Manual to view a sample.
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Testing Staff - REQUIRED form for SAT.

Ag reement - All testing staff should sign indicating you agree to the
terms and conditions of administering the SAT.

« There is no testing staff agreement for PSAT.

SAT School Day Testing . ) )
Staff Agreement * Return a copy with testing materials.

School Name:

School (Al) Code: Test Date:

All staff must sign this agreement prior to the start of testing. Return this
document along with your other completed forms after each administration
as instructed in the relevant SAT*® manual.

All test center staff must affirm that:

They have read and understand the relevant SAT School Day manual, including, but not limited to, the
pages setting forth conditions under which the SAT must be administered and the information on staff
qualifications and conflict of interest restrictions;

They understand and agres that the SAT and all the questions containedin it are the property of the College
Board and protected by copyright law, and that na one other than the student or autharized reader can open
a test book and see the testcontent;

They understand and agras that copying. repreducing, or ing any matarials from any SAT test book is
illegal, and persens taking such actions will be prosecuted by the College Board;

They are not prohibited by any law or regulation from working with minors or on school property:

They arenot engaged in any private SAT test preparation that is conducted outside the auspices of

their school or district and for which they receive compensation above and beyond the terms of their
employment as a teacher or other professional employee with the school or district, and will not engage

in such activity for the remainder of the current school year. (The teaching and normal review of course
content, including test familiarization, that is part of regularly scheduled school course work is acceptable.J;

They have not taken the SAT within 180 days of the above test date; and

If they are authorized to handle test books before test day, they do not have 3 member of their housshold
orimmediata family (“related student”) taking the SAT on the abowve test date at any testing site. In such
instances, the related student’'s scores are subject to cancellation.

All staff. including supervisors, associates, proctors, and hall proctors, must sign this form to indicate their
acceptance of these provisions. Staff who violate any of these terms will be subject to disciplinary action
such as. but not limited to. being barred from administering future College Board tests.

Ensure that every staff member signs the back of this form.

IMPORTANT: Supervisers must ensure that the testing staff are properly trained to administer a secure
administration. Supervisors should not discuss details about test policies or procedures (e.g. handiing
testmaterials, training, and packaging for return] with anyone other than their staff, including the media or
through social media. Refer all media questions to the Office of Communications listed in your manual.




Testing Room
Materials Report

SAT Only

Testing Room Materials Report
for SAT® School Day Testing

Directions for Test Center Supervisor or

55D Coordinator:

Before issuing materials to the associate supervisor,

fill in blacks 1,2, and 3.

Enclose all copies of this form in the supervisor's GRAY
envelope or the SSD Coordinater's PURPLE envelope
and raturn with used answer shests

SAT

Directions for Associate Supervisor:

Complete tha saating chart on tha back of this form in Part
B 1o record how test books were distributed in the room.
At the and of testing: Complata all information on the
front of this form in Part A (blocks 4, 5, and 6) and sign it
in block 1

Return this report, including any additional seating

charts {for sactions of a large rooml, to the test canter
supervisor or SSD Coordinator if testing students listed
on the NAR

1 | TESTING ROOM INFORMATION

Test Date: Five-Digit Test Center Number®:

Room Number:

S50 Coardinstors: Enler your G-digt school number.

Room Type: [ Standard [ Nonstandard

Please print and sign your name below to indicate that the infarmation you have provided on this form is sccurate to the best of your ability.

Room Supervisor

Tarme (piease prnt] Signeture
Part A: Accounting for Test Materials
2 | TEST BOOKS RECEIVED QUANTITY SERIAL NUMBER RANGES
to
Total number of books received to
to
3 | ESSAY BOOKS RECEIVED (IFANY) QUANTITY
Total number of Essay books received
4 | TEST BOOKS RETURNED QUANTITY SERIAL NUMBER RANGES

Used test books returned

Unused test books returned

Total number of test books returned

5 | USED ANSWER SHEETS RETURNED ~ QUANTITY

Total number of used answer sheets returned

6

ESSAY BOOKS RETURNED (IFANY) QUANTITY

Used Essay books retured

Unused Essay books returned:

F15502.115502 + I 216ES » Frintod in US A

Total number of Essay books returned:

* REQUIRED form.

« 1 per testing room, can be photocopied, if needed.

« The SAT supervisor will fill out blocks 1,2 and 3

- Additional seating charts can be used if testing in a large room.

« The purpose of this form is a “materials receipt” to follow chain of
custody from supervisor to associate supervisor on test day, back
to supervisor after testing is complete.

* Return with testing materials

Part B: Distribution of Test Materials nEAR

E%%%éé

S|

Samspie Seating Chare

You or a proctor should use the chart below to 1. For sach occupied seat, write te seral
indiicate how test books were distributed to numer of the test bock assigned to that
students seated in your testing room. Do not seat, and, if time allows, wiite the test4aker’s
record distribution (i any] of E ssay books. name or initials.

Prirtt the name of the persan completing the 2. For each row, draw directional arows to
seating chart bslows, along with the center or indicate the direction in which the bocks
school number and date. Fillin the room nurmber were dstributed

and page number (8.0, page 1 of 1). For large
fooms, use a separate form for each area of the
room and indicate where areas adjoin each other. 4. Indicate the kecation of the entrance doers.

3. Cress cut any unused seats.

Name If any testtaker is movedta ancther seat sfter
the test books are distibuted and the test
E ) S begns, indcate on the seating char the seat
Date to which the test-taker was moved. Cornplete
) & Supervisor's Iregularity Report explaining the
Seating Chart for Room # reason for tha changa.

FRONT
Tust takars facs this diraction

FRONT
Test-takers face this direction 3 5




Seating Charts

« Seating charts do not need to
be turned in for PSAT 8/9 or
PSAT 10. Keep for your
records.

* For SAT, seating charts will be
turned in with the Testing Room
Materials Report.

« The Answer Sheet Tracking
Numbers section refers to the
tracking numbers for your
answer sheet returns shipment
and can be found on the UPS
Return Label.

» Test supervisors can note this
number when associate
supervisors turn in the seating
charts.

@AW N e

- &

UPS NEXT DAY AIR

{1101

B3 1A 524 0-10

T
il

=. .=

Distribution of PSAT 8/9 Materials

Associate Supervisor Name

School Mama Room Mo. School Al Code

Type of s=ating chart: Sing le chart OR Section of sactions in large westing room.

Seating Chart

Lse the diagram below to indicate how test books were distributed in your testing room.

Proctoms assisting the supandsor may completa the seating chartis).

Forlarge rooms, use a separate formfor each area of the room and indicate where areas abut sach othar.
Indicate the position of the supervisor's desk or table i it is not at the frant of the room.

Indicate the location of the entrance doars,

Draw a boundary line around the group of seats occupied inthe room or your assigned area.

Draw alarge ¥to cross out any unused area outside the boundary. Draw an X through any unused seats
wi thin the bounda ry,

- Foreach occupied seat, write the test book serial number assigned to that seat,

Foreach row, draw directional arrows to indicate the direction inwhich the books weara dis trib uted .

- Kany test-taker is moved to another seat aftar the test books arae distributed and the test bagins, indicate

onthe seating chart the geattowhich the test-taker was moved and complete a Supervisor's Irregularity
Feport explaining the reason for the change.

PSAT 8/9 Coordinator

» Onthe first seating chart, re cord your Answer Sheet tracking information in the space provided.

Sample Seating Chart

-
P
o
cl
B

s| =] 2] (=
HEEIREREIRE

8] [2] [a] (2] [E]

70 L

H

Supasars
=

e

e

[ [ B M

a7 ean

Rear

A

7 |

Er]

5] 3] 18] 3] B X
HIENEREIEIX

XD X I

aress | T [ vesn

Raom entrance u

Fromt — est-wbens Bos this direction

Print the name and title of the person completing this

seating chart below:

M arm a:

Title:

Date:

o

Front — test-takers face thisdirection

Supervisor’s
Dersk

| Tracking Number

UPS Return Labal

Answer SheetTracking Numbers

S~

7

115046 HE4E BEHATETD S Printod i U5, A
7a5583
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StU_dent IDs  Students only need to provide ID if they are unknown to
testing staff.

& CollegeBoard  Students who do not have government or school-issued
Michigan Student ID Form IDs may present a Student ID Form.

Test Center Supervisor: This form is valid only if signed and sealed by a school official or notary.
Forms signed by school officials must be printed on school staticnery. Do not accept as valid

e e  The Student ID Form must have been signed by the

student in the presence of either a school official or a

or notary seal, ensuring that the seal has been placed on a portion of the student's pictura.

S/ notary public, who must cosign it.

T » The original form (not a copy) must include a photo,
and the notary or school seal must overlap the photo. If
B signed by a school officer, the document must be
o provided on school letterhead.

* ID Form is valid for Michigan Spring 2017 administration.

R — * Directions are included for use if a student cannot
T e provide a photo for religious beliefs.

e The Student ID form is available at
S e i et i o e o o e i i www.collegeboard.org/Michigan

every time you test.

1 am the person whose signature, description, and picture appear above. [ am signing this document (below) in the
presanca of test center staff on the test datels) listed. My signature attests to the truthfulness of the statements
made on this document.

Student Signature: Test Date:

37


http://www.collegeboard.org/Michigan

Returning Materials




What tO dO Wlth - Check the “After the Test” section of your Supervisor Manual for
I this chart that outlines which materials you should keep, which
materlals you should return and which should be destroyed

KEY INFORMATION
What to Do with Materials

HOW TO HANDLE TEST MATERIALS AFTER TESTING IS COMPLETE

Keep Copies for

Test Materials Return Your Records Destroy
Used answer sheets Yes - in answer sheet return shipment No No
Used answer sheets Yes - in white Accommodated Testing No No

(regular and large block) for Envelope in answer sheet return shipment
students listed on the NAR

Unused answer sheets Yes - in test book return shipment No No
after makeup testing is complete

Answer sheets with No - unless used for makeup testing No Securely store until
demographic information makeup testing, then, if
or label but no item still not used, securely
responses (absentee) destroy after makeup
testing is complete
Unused pre-ID labels No - store securely if needed No Yes - securely destroy
(if applicable) for makeup testing after makeup testing

is complete



Material Pleup * The pre-arranged UPS delivery to pick up test materials is

arranged for the day after testing, to allow for more time to
organize and package testing materials after testing has
completed.

« We are scheduling UPS pickups on April 11th, 12th, 25t and
261,

» These pickup dates can be used for any materials that are
ready to be returned.

« Test supervisors will receive an email on April 9t with
confirmation of pick up times and directions if this time needs to
be changed.

 If you have students testing in the accommodated testing
window, you can send materials back once all students have
finished testing. Simply provide the packages to UPS during a
regularly-scheduled UPS visit (if your school has one) or call the
Michigan Educator Hotline to schedule a pickup before the end of
the window.

* For schools administering the SAT, PSAT 10 or PSAT 8/9 at an
off-site location, UPS pickups will occur in the afternoon on test
day to accommodate those locations where the supervisor will no

longer be on-site the following day. 10



Returning Answer Sheets

Returning oo ite box(es) or UPS envelope() with UPS labe
| | ° 't _ t t
Materlals ar?deac?o[l)g?eg Peegrs\gnllaebe(lj)((es o erveiopets) Wi ane

» SAT answer sheets testing on 4/10- Olive
UPS Label Pearson Label « SAT answer sheets testing in accommodated window — Goldenrod
« PSAT 10 answer sheets label — Pink
« PSAT 8/9 answer sheets label- Magenta

| e Returning SAT Test Books (Do not return PSAT test books)
- \f » Reuse the boxes your test materials arrived in to return test books

T e » Loose UPS labels will be included in the shipment with the header “TB
Returns” — apply one label to each box

wyeg A5060-10

’Ps“l"““‘““l « For PSAT, you will receive two sets of return materials
N\‘I\\l‘“\‘l\‘“\l I |‘;'|’°|"|'|‘||'”‘”||| « One for the p(imary gadministration and one to be set .aside for the
I makeup administration and for students who tested in the
i accommodated window
« SAT Makeup
Image of pre-labeled white box for « Supervisors will receive additional return materials with any SAT
returning answer sheets makeup books that are ordered.
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Do I return :
standard and
accommodated

No. Students that do not use accommodations will be put in the
answer sheet return box first (red circle).

- Answer sheets for students that use ANY accommodation will be
put in the white accommodated testing envelope (blue circle) in the

same box.
aterials back
S 1. Pack Gray Envelope Goni_enia
Use the prelabeled white return box/UPS Express Pal that came with . sar Sglmfw; "a'sl. I:tg;m
S e ara e vyour test materials to pack in the order shown. 5 ment form
u * Supervisor's Iregularity Reports (SIRs)
Supervisor’s Report e e, Fasay ook,
Form {SRF} = Request to Cancel Test Scores forms
White Accommodated
Testing Envelope Contents
Annotated Master = NAR (required for acoring)
T Student List » Used answer sheets (standard or
TSAQI g (if used) large-block) for students listed
vetog on the NAR
= Test books for students approved
SAT School Day Answer Sheets Used W,sf"“m Usted on the NAR Gray Envelope to write answers in their test books,
HDUU = 'J' | clipped to corresponding transcribed
School (Al) Code | L L—-‘ answer sheets
Bkt e = Scratch paper, computer pages, typed
e e S i essays, or braille pages, all clipped to
Al I a n Swe r S h eetS fO r City and State —_— < Whliie ACCOMOdatEd the corresponding answer sheets
. —— Testing Envelope ® Defective test books for students listed
students who used [——— e on the NAR, clipped to corresponding
O March7, 2018 O Apeil 10,2008 in this envelope in this order: answer sheets
any accommodation e = Saies L e Ancillary items, if any Possible Ancillary Items
. . — — for students listed on the NAR Flace any of these items that apply on top
e = 3. Test books for students approved to write of the used heets:
will be sent back in e e b oot rer gty Regular used {pe regular wsed answersheets:
this white O 1m i o oo s e b . Dol poos bt s, rped s, answer sheets an irregularity, clipped to an SIR.
O 1 plan 10 seturnl am returning additional accommodated . &‘:.......mw“m [SAT on top, followed » Used answer sheets with misplaced
answer sheets a the e of the teating window ot stadents NAR. clipped 10 corresponding answer sheets by SAT with Essay) /: =\ marks, clipped together by student
accommodated e ——— - Test books containing answers that
:—_;ﬁ- must be transcribed {due to insufficient
envelope. = M S or defective ansvwer sheets)
I ER LT




Preparing for Makeup
Testing




Preparing for Make
Up Testing

For standard SAT Make Up Testing:
« Keep unused answer sheets and pre-ID labels for use on the make
up.
 Ship all test books back.
For standard PSAT 10 and PSAT 8/9 Make Up Testing:

« Keep unused answer sheets, test books, and pre-ID labels for use on
the make up test dates.

* New test books will not be sent for the make up.

For students designated to test in the accommodated window on the
NAR:

» There are no make up dates. Students will test within the window.

After all testing for PSAT 10 and PSAT 8/9:

» Test books should be stored securely until score reports are
delivered.

* Once score reports are delivered, test books can be handed back to
students
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Make Up Survey

DEADLINE TO RESPOND: 4/12/18

If schools do not respond to the
survey by the deadline, they will NOT
receive makeup materials.

It is imperative that schools respond
on time.

« Test supervisors will receive an email on April 9t

« The email will contain a link to a survey to assist in determining makeup
materials.
« There will be a separate email for PSAT and SAT.

 If you are the test supervisor for each assessment, you need to
respond to each survey.

* You must respond to the survey even if you don’t need makeup
materials so we can accurately track responses.
« The survey will only inquire about the materials needed for:
« The number of students who were absent (not the names)
« The type of irregularities (if any) for students

« The survey will NOT inquire about makeups for students testing in the
accommodated window.

* Requesting materials for students on the NAR should not be
necessary due to the testing window.

 If there is an irregularity during the accommodated window, TAS
(Testing Administration Services) will follow up with guidance on the
potential for a make up.
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Thank
YOu.

Michigan Educator Hotline: 866-870-3127

michiganadministratorsupport@collegeboard.org

@ CollegeBoard
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	Frequently Asked Questions
	Frequently Asked Questions
	Frequently Asked Questions
	Frequently Asked Questions



	•
	•
	•
	•
	•
	•
	The emails that include tracking numbers were producing incorrect 
	information and therefore were not sent out.


	•
	•
	•
	All
	tracking
	information
	is
	available
	in
	the Secure
	Site.


	•
	•
	•
	99% of all materials for schools in the state were scheduled to be 
	delivered
	by
	the
	end
	of
	the day
	on
	March
	21.


	•
	•
	•
	Once
	you
	inventory
	the
	materials
	and
	additional
	standard
	materials
	are
	needed,
	use
	the additional
	material
	order
	window in the Secure 
	Site to request additional 
	standard
	Span
	materials.


	•
	•
	•
	•
	Additional material order window is March 21
	-
	March 28, 
	2018.





	I didn’t get any 
	I didn’t get any 
	I didn’t get any 
	emails with tracking 
	information.  When 
	are my packages 
	coming?  How do I 
	know if I received 
	everything?


	NOTE:  The State of Michigan was 
	NOTE:  The State of Michigan was 
	NOTE:  The State of Michigan was 
	experiencing a network outage today 
	(3/21) and access to the Secure Site 
	was affected.  They are working to 
	restore access. 



	•
	•
	•
	•
	•
	•
	Students are encouraged to bring food or drink to 
	consume during designated times.


	•
	•
	•
	•
	Snacks
	can 
	be stored under a student’s desk or 
	placed in a designated area away from the testing 
	materials.



	•
	•
	•
	The testing room should have a designated area in 
	which students can eat to ensure test materials are not 
	ruined.


	•
	•
	•
	Students may not eat or drink during the test (unless 
	the student has an approved accommodation to do so).




	Can students have 
	Can students have 
	Can students have 
	snacks?



	•
	•
	•
	•
	•
	•
	If students arrive before the timed test has begun, send 
	them to their assigned testing room.


	•
	•
	•
	If students arrive after the timed test has begun, we 
	suggest designating a late arrivals room.


	•
	•
	•
	•
	The late arrivals room must begin the timed test before 
	the regular testing room begins their first break.


	•
	•
	•
	Students who arrive after the timed test has begun in 
	the late arrivals room cannot begin testing and should 
	take the makeup
	.



	•
	•
	•
	If
	your school does not have the staff or facilities for a late 
	arrivals room, students who arrive late should be 
	scheduled for the makeup.




	A student arrived 
	A student arrived 
	A student arrived 
	to school late.  
	What do I do?



	•
	•
	•
	•
	•
	•
	The irregularity chart in the Supervisor Manual provides 
	guidance for most issues that would occur on test day. 


	•
	•
	•
	Please do not guess as to what action to take.  Follow the 
	directions in the irregularity chart so that student scores are 
	not jeopardized
	.




	Something 
	Something 
	Something 
	unexpected 
	happened.  What 
	do I do?


	Examples:  
	Examples:  
	Examples:  

	Fire alarm went off
	Fire alarm went off

	Supervisor gave too much or too 
	Supervisor gave too much or too 
	little time

	Student was disruptive
	Student was disruptive

	Student gets sick
	Student gets sick

	Student grids answers in wrong 
	Student grids answers in wrong 
	section

	and more…
	and more…


	Figure

	Optional Code 
	Optional Code 
	Optional Code 
	Optional Code 
	–
	PSAT Only

	•
	•
	•
	•
	Schools that wish to have their students’ paper score reports 
	sorted for easier distribution may select optional codes. 


	•
	•
	•
	Some schools assign two
	-
	digit codes to particular counselors or 
	particular home rooms. The optional codes are then provided to 
	students to be gridded on their answer sheets. 


	•
	•
	•
	If codes are not used, the paper score reports will be returned 
	alphabetically by student last name. 



	Testing Room Code 
	Testing Room Code 
	–
	SAT sand PSAT

	•
	•
	•
	•
	Also optional, highly recommended


	•
	•
	•
	Three
	-
	digit code designed to help reduce score holds


	•
	•
	•
	If there is an irregularity, the holds will only be applied to the 
	room(s) with the irregularity rather than all students


	•
	•
	•
	For both the optional code and testing room code, these are 
	codes assigned by the school.  Provide the codes to the 
	appropriate associate supervisors on test day, if you choose to 
	use these codes.




	What are optional 
	What are optional 
	What are optional 
	codes and testing 
	room codes?



	•
	•
	•
	•
	•
	•
	Materials


	•
	•
	•
	•
	All materials will ship to the attention of the primary test supervisor.


	•
	•
	•
	You will receive enough extra testing materials.  You will not need to break 
	apart bundles for the off
	-
	site locations.


	•
	•
	•
	You will also receive enough extra return items to ship your testing 
	materials back.



	•
	•
	•
	Pickups


	•
	•
	•
	•
	Pickups will be scheduled the day of testing rather than the day after 
	testing.


	•
	•
	•
	The test supervisor can use the information in the email to reschedule, as 
	needed.



	•
	•
	•
	Makeup Survey Email


	•
	•
	•
	•
	Only the primary test supervisor for the school will receive the email(s) to 
	submit for makeup materials.


	•
	•
	•
	The off
	-
	site supervisor should notify the primary test supervisor of how 
	many absent students or the types of irregularities at each off
	-
	site 
	location.


	•
	•
	•
	The primary test supervisor should submit a consolidated response, one 
	for each assessment.





	Additional Notes 
	Additional Notes 
	Additional Notes 
	for Off
	-
	Site 
	Locations


	•
	•
	•
	•
	•
	Only off
	-
	sites will have 5
	-
	digit test 
	center codes for SAT this year.


	•
	•
	•
	If you haven’t received your test 
	center code yet, contact the Michigan 
	Educator Hotline.


	•
	•
	•
	There are no test center codes for 
	PSAT.





	English Learner Supports
	English Learner Supports
	English Learner Supports
	English Learner Supports



	•
	•
	•
	•
	•
	•
	Prior approval of translated test directions or word
	-
	for
	-
	word 
	glossaries is not needed.


	•
	•
	•
	An updated approved glossary list (with additional 
	languages) and translated test directions are currently 
	posted online.


	•
	•
	•
	•
	The additional supported languages for glossaries are: 
	French, Somali, Italian, Cambodian (Khmer), Burmese, 
	German, Hmong, Japanese, Korean, Nepali, Punjabi, 
	Romanian, and Swahili.



	•
	•
	•
	Translated test directions are in PDF format and must be 
	printed by the school ahead of test day.


	•
	•
	•
	Students using a glossary or translated test directions can 
	be tested in a standard testing room, unless the student is 
	also approved for other testing accommodations.




	English Learner 
	English Learner 
	English Learner 
	Supports


	Supports are available at 
	Supports are available at 
	Supports are available at 
	www.collegeboard.org/michigan
	www.collegeboard.org/michigan
	Span




	Accommodations
	Accommodations
	Accommodations
	Accommodations



	•
	•
	•
	•
	•
	•
	Small group is an accommodation geared more for 
	national, Saturday administrations of the SAT where the 
	test center needs to know how to organize the students 
	that are testing.


	•
	•
	•
	For School Day tests, there is no minimum number of 
	students that must test together.


	•
	•
	•
	•
	Therefore, if a school has the space and staff to test 
	each student individually, this is not prohibited.



	•
	•
	•
	The College Board typically gives guidance of 5
	-
	10 
	students.  However, it’s important to make sure the needs 
	of the student are being met.  


	•
	•
	•
	•
	One student might need a smaller configuration, 
	whereas another student could be comfortable with 10 
	students.





	What is the 
	What is the 
	What is the 
	definition of a 
	small group?



	•
	•
	•
	•
	•
	•
	The College Board ships SSD materials based on students 
	in the pending and approved status for the state’s 
	contracted grades, which is 11
	th
	and 
	12
	th
	for
	SAT,
	for
	example
	.


	•
	•
	•
	•
	Therefore:


	•
	•
	•
	•
	You will receive materials for a student who may 
	not be testing.


	•
	•
	•
	You will receive materials for a student who may 
	not have an approval in SSD Online yet.  Be sure to 
	monitor the dashboard for status of approval 
	before administering the test with 
	accommodations.






	I seemed to have 
	I seemed to have 
	I seemed to have 
	gotten a lot of 
	extra SSD 
	materials.  Why do 
	I have so much?



	•
	•
	•
	•
	•
	•
	A student who opts not to use his or her approved 
	accommodation must provide a written note signed by 
	the student’s parent or guardian. 


	•
	•
	•
	•
	Keep the note in your records at school.


	•
	•
	•
	Update room rosters, as necessary.


	•
	•
	•
	Remove the student’s name from the NAR.





	What if a student 
	What if a student 
	What if a student 
	doesn’t want to use 
	their 
	accommodations?



	•
	•
	•
	•
	•
	•
	•
	•
	Confirm the student has been approved in SSD 
	Online.


	•
	•
	•
	You should already have SSD materials for the 
	student since College Board “ships to pending” 
	status.


	•
	•
	•
	Handwrite the student’s name on the NAR, if 
	necessary.


	•
	•
	•
	Update room rosters, if necessary.






	What if a student just 
	What if a student just 
	What if a student just 
	got approved for 
	accommodations at 
	the last minute?



	•
	•
	•
	•
	•
	•
	There are a number of valid reasons that a student may 
	not be on the NAR.


	•
	•
	•
	If the SSD coordinator can confirm that the 
	accommodations have been approved in SSD Online, 
	the student can test with accommodations.


	•
	•
	•
	Handwrite their name on the NAR, as needed.




	What if a student 
	What if a student 
	What if a student 
	isn’t on the NAR, 
	can they still test 
	with 
	accommodations?



	•
	•
	•
	•
	•
	•
	The MP3 audio and ATC test formats are delivered on USB flash 
	drives. 


	•
	•
	•
	•
	To use either format, a student must have a computer with a 
	USB port. 


	•
	•
	•
	Chromebook, Mac®, and Windows formats are supported. 


	•
	•
	•
	Since a USB port is required, a tablet may not be used to take 
	the test. 



	•
	•
	•
	Prior to test day, check each USB drive to ensure its functionality. 


	•
	•
	•
	•
	From 
	time to time, a license may fail on specific machines or 
	USB ports. 


	•
	•
	•
	If you experience error messages referring to media 
	authorization or unlocking of media and/or licenses, follow 
	the instructions under “Troubleshooting for USB Formats” in 
	the manuals.


	•
	•
	•
	IMPORTANT: If you have any questions or would like support 
	in walking through this process, please contact SSD. 



	•
	•
	•
	After ensuring the devices function properly, remove and securely 
	store each USB file in its original packaging for use on test day. 




	How do I make sure 
	How do I make sure 
	How do I make sure 
	the flash drives are 
	working?


	MP3 Audio and ATC Formats
	MP3 Audio and ATC Formats
	MP3 Audio and ATC Formats



	There are 3 colors of test books for SAT this year.
	There are 3 colors of test books for SAT this year.
	There are 3 colors of test books for SAT this year.
	There are 3 colors of test books for SAT this year.

	•
	•
	•
	•
	Students use
	PURPLE
	books if they are testing under the 
	following conditions:


	•
	•
	•
	•
	In standard or accommodated rooms on the primary test day


	•
	•
	•
	14
	-
	pt large print, small group, extended breaks, extra breaks, 
	four function calculator on the math
	-
	no calculator section, 
	permission to test blood sugar, 
	large 
	block answer sheet, and 
	more.



	•
	•
	•
	Students use 
	BLUE
	books if they are testing under the following 
	conditions:


	•
	•
	•
	•
	In accommodated rooms during the accommodated window


	•
	•
	•
	Reader, MP3 audio, 100% extended 
	time for reading, 50% 
	extended time for reading, breaks 
	as needed, 20
	-
	pt large font, 
	braille, and more.



	•
	•
	•
	Students use 
	GREEN
	books if they are testing under the following 
	conditions:


	•
	•
	•
	•
	Using state
	-
	allowed accommodations.





	How do I know 
	How do I know 
	How do I know 
	what color test 
	book a student will 
	use?


	Check the NAR for all 
	Check the NAR for all 
	Check the NAR for all 
	SAT students 
	testing with accommodations and 
	what color test book they should use.

	PSAT 10: 
	PSAT 10: 
	ORANGE
	or 
	Green
	(State
	-
	allowed only)

	PSAT 8/9: 
	PSAT 8/9: 
	RED
	or 
	Green
	(State
	-
	allowed 
	only)



	Timing Charts
	Timing Charts
	Timing Charts
	Timing Charts


	It is very important that associate 
	It is very important that associate 
	It is very important that associate 
	supervisors in all rooms understand the 
	timing in which their students will be 
	administered for the test.

	Be sure to look at the script page 
	Be sure to look at the script page 
	numbers that are given to follow the 
	correct script on test day.

	Look at these scripts AHEAD of test day 
	Look at these scripts AHEAD of test day 
	so that the associate supervisor is 
	prepared and knows which pages to use.

	The use of the wrong script or incorrectly 
	The use of the wrong script or incorrectly 
	timing the test will result in an 
	irregularity.


	Testing Rooms
	Testing Rooms
	Testing Rooms


	Figure

	Rosters
	Rosters
	Rosters
	Rosters



	●
	●
	●
	●
	●
	●
	The use of the Supervisor Online Attendance Roster 
	(SOAR) has been discontinued for SAT School Day.


	●
	●
	●
	Schools will locally create their own rosters.




	How do I access 
	How do I access 
	How do I access 
	the Supervisor 
	Online Attendance 
	Roster (SOAR) I 
	used last year?



	How do I create 
	How do I create 
	How do I create 
	How do I create 
	rosters?


	Figure
	T
	T
	T
	he list of all students testing at your school is called the 
	Master Student List
	.

	•
	•
	•
	•
	Run the Student Pre
	-
	ID Report from the Secure Site for all 
	students who have been pre
	-
	ID’d.  Refer to 
	www.michigan.gov/securesitetraining
	www.michigan.gov/securesitetraining
	Span

	for assistance.



	A
	A
	n example is shown in the manual, but schools may choose to 
	include other information as they deem appropriate based on 
	the school’s needs. 


	Figure

	•
	•
	•
	•
	•
	•
	Once you have generated a Master Student List, divide 
	the list of students into individual room rosters.


	•
	•
	•
	Supervisors can include the information on room 
	rosters that is most appropriate and effective for the 
	school’s needs.


	•
	•
	•
	A copy of the Master Student List should be returned 
	with the testing materials after testing is complete.




	How do I create 
	How do I create 
	How do I create 
	rosters?



	Preadministration Session
	Preadministration Session
	Preadministration Session
	Preadministration Session



	•
	•
	•
	•
	•
	•
	Holding a preadministration session in advance of test day 
	allows students to fill out information on the answer 
	sheets early to reduce extra test day activities. 


	•
	•
	•
	•
	If a session cannot be completed in advance of test 
	day, the manual indicates how students can 
	complete the session after testing is complete.




	•
	•
	•
	•
	The preadministration session allows students to:


	•
	•
	•
	•
	Fill out t
	he
	required personal information


	•
	•
	•
	Identify the colleges, universities, or scholarship 
	programs that they want their 4 free score sends to 
	be sent


	•
	•
	•
	Opt into Student Search Service
	®
	and complete 
	optional questionnaire





	Preadministration 
	Preadministration 
	Preadministration 
	Session

	What is a preadministration 
	What is a preadministration 
	session?



	Sect
	Figure
	•
	•
	•
	•
	•
	Plan for approximately 45
	-
	60 minutes for SAT


	•
	•
	•
	Distribute pre
	-
	labeled answer sheets and student answer 
	sheet instructions.


	•
	•
	•
	All students will complete:


	•
	•
	•
	•
	Part 1:  Personal Information


	•
	•
	•
	•
	All students, 
	including those with labels
	, will bubble 
	information including their name, school (AI) code, date of 
	birth, address, grade, and UIC.



	•
	•
	•
	Part 2:  Score Sends


	•
	•
	•
	•
	Students will use the student answer sheet instructions to 
	locate the appropriate codes for any colleges or 
	scholarship programs.



	•
	•
	•
	Part 3:  Optional Questionnaire


	•
	•
	•
	•
	Students will use the answer sheet instructions to respond 
	to the optional questions.  Students are not required to 
	complete every optional question.  They can choose which 
	questions to complete.






	Preadministration 
	Preadministration 
	Preadministration 
	Session


	Figure

	Top of page 2 says:
	Top of page 2 says:
	Top of page 2 says:
	Top of page 2 says:

	•
	•
	•
	•
	The 
	top of page 2 incorrectly indicates to turn to page 7.  


	•
	•
	•
	•
	Students should actually be directed to turn to page 11 of 
	their answer sheet.



	•
	•
	•
	Direct associate supervisors that before beginning the 
	preadministration
	script, have students to turn to page 2 of their 
	Student Answer Sheet 
	Instructions.


	•
	•
	•
	•
	F
	ind the 
	top of the second column “Turn to page 7 of the 
	answer sheet.” 


	•
	•
	•
	Then 
	direct 
	students 
	to replace the “7” with “11.”


	•
	•
	•
	Return 
	to the script and start your 
	preadministration
	session.





	Error in Student 
	Error in Student 
	Error in Student 
	Answer Sheet 
	Instructions


	SAT Only
	SAT Only
	SAT Only


	Figure
	Figure

	•
	•
	•
	•
	•
	•
	•
	Preadministration instructions are in the PSAT 8/9 and 
	PSAT 10 Supervisor Manuals


	•
	•
	•
	Affix pre
	-
	ID labels to student answer sheets


	•
	•
	•
	Students will use student answer sheet instructions to 
	go through questionnaire


	•
	•
	•
	Schedule a preadministration time so that students 
	enter demographic information


	•
	•
	•
	•
	30 minutes for PSAT 8/9 and 30
	-
	45 minutes for 
	PSAT 10






	Preadministration
	Preadministration
	Preadministration
	Session


	PSAT
	PSAT
	PSAT


	Figure

	•
	•
	•
	•
	•
	•
	All students will bubble in their UIC as their Student ID 
	on the answer sheet.


	•
	•
	•
	•
	Students can find their UIC in the upper
	-
	left 
	corner of their pre
	-
	ID label.



	•
	•
	•
	Any student that does not have a label (as well as 
	homeschooled students) MUST be pre
	-
	ID’d
	in the 
	Secure Site and a label printed locally to be placed on 
	the answer sheet.




	UIC on Answer 
	UIC on Answer 
	UIC on Answer 
	Sheet


	Students should bubble “Student 
	Students should bubble “Student 
	Students should bubble “Student 
	ID No.” and start from the first 
	box on the left when entering 
	the digits of their UIC.


	Figure
	Figure
	Figure
	Figure

	Important Forms
	Important Forms
	Important Forms
	Important Forms



	Sect
	Figure
	Supervisor’s 
	Supervisor’s 
	Supervisor’s 
	Report Form (SRF)


	•
	•
	•
	•
	•
	REQUIRED 
	form.


	•
	•
	•
	SRFs will be returned for PSAT 8/9, PSAT 10, and SAT


	•
	•
	•
	The test supervisor is responsible for completing the 
	SRF for all answer sheets.


	•
	•
	•
	One SRF for each assessment.


	•
	•
	•
	When testing has concluded, the test supervisor is 
	required to count the number of answer sheets and 
	record the number on the SRF. 


	•
	•
	•
	This form is scanned and must be completed using a 
	No. 2 pencil. 


	•
	•
	•
	•
	You cannot make copies of this form.



	•
	•
	•
	A sample form is included in the supervisor’s manual.


	•
	•
	•
	It is 
	extremely important
	to correctly grid the AI code.





	•
	•
	•
	•
	•
	•
	Use the Supervisor’s Irregularity Report (SIR) to record an irregularity, 
	including: 


	•
	•
	•
	•
	Security incidents 


	•
	•
	•
	Misconduct 


	•
	•
	•
	Test question errors or ambiguities 


	•
	•
	•
	Other incidents or disturbances 


	•
	•
	•
	Student complaints 



	•
	•
	•
	Make sure reports are complete and explicit. Fill out just one form for 
	each issue, even if it affects more than one student (such as mistiming). 


	•
	•
	•
	Irregularities filed by associate supervisors must be countersigned by the 
	test supervisor, who should add any information that might be useful. 


	•
	•
	•
	Keep a copy of any SIRs submitted should College Board require 
	additional information during their review.  


	•
	•
	•
	•
	They will also be useful when completing your makeup materials 
	requests.  



	•
	•
	•
	See the appendix of the Supervisor Manual to view a sample. 




	Supervisor's 
	Supervisor's 
	Supervisor's 
	Irregularity Report


	Figure

	•
	•
	•
	•
	•
	•
	REQUIRED
	form for SAT.


	•
	•
	•
	All testing staff should sign indicating you agree to the 
	terms and conditions of administering the 
	SAT.


	•
	•
	•
	•
	There
	is
	no
	testing
	staff
	agreement for PSAT.



	•
	•
	•
	Return a copy with testing materials.




	Testing Staff 
	Testing Staff 
	Testing Staff 
	Agreement


	Figure

	•
	•
	•
	•
	•
	•
	REQUIRED
	form.


	•
	•
	•
	1 per testing room, can be photocopied, if needed.  


	•
	•
	•
	The SAT supervisor will fill out blocks 1, 2 and 3


	•
	•
	•
	Additional seating charts can be used if testing in a large room.


	•
	•
	•
	The purpose of this form is a “materials receipt” to follow chain of 
	custody from supervisor to associate supervisor on test day, back 
	to supervisor after testing is complete.


	•
	•
	•
	Return with testing materials




	Testing Room 
	Testing Room 
	Testing Room 
	Materials Report


	SAT Only
	SAT Only
	SAT Only


	Figure
	Figure

	Seating Charts
	Seating Charts
	Seating Charts
	Seating Charts


	•
	•
	•
	•
	•
	Seating charts do not need to 
	be turned in for PSAT 8/9 or 
	PSAT 10.  Keep for your 
	records.


	•
	•
	•
	For SAT, seating charts will be 
	turned in with the Testing Room 
	Materials Report. 


	•
	•
	•
	The Answer Sheet Tracking 
	Numbers section refers to the 
	tracking numbers for your 
	answer sheet returns shipment 
	and can be found on the UPS 
	Return Label.  


	•
	•
	•
	Test supervisors can note this 
	number when associate 
	supervisors turn in the seating 
	charts.




	Figure
	Figure
	Figure
	Tracking Number
	Tracking Number
	Tracking Number



	•
	•
	•
	•
	•
	•
	Students only need to provide ID if they are unknown to 
	testing staff.


	•
	•
	•
	Students who do not have government or school
	-
	issued 
	IDs may present a Student ID Form. 


	•
	•
	•
	•
	The Student ID Form must have been signed by the 
	student in the presence of either a school official or a 
	notary public, who must cosign it. 


	•
	•
	•
	The original form (not a copy) must include a photo, 
	and the notary or school seal must overlap the photo. If 
	signed by a school officer, the document must be 
	provided on school letterhead.


	•
	•
	•
	Directions are included for use if a student cannot 
	provide a photo for religious beliefs.



	•
	•
	•
	The Student ID form is available at 
	www.collegeboard.org/Michigan
	www.collegeboard.org/Michigan
	Span





	Student IDs
	Student IDs
	Student IDs
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	Returning Materials
	Returning Materials
	Returning Materials
	Returning Materials



	What to do with 
	What to do with 
	What to do with 
	What to do with 
	materials 


	Figure
	•
	•
	•
	•
	•
	Check the “After the Test” section of your Supervisor Manual for 
	this chart that outlines which materials you should keep, which 
	you should return and which should be destroyed





	•
	•
	•
	•
	•
	•
	The pre
	-
	arranged UPS delivery to pick up test materials is 
	arranged for 
	the day after
	testing, to allow for more time to 
	organize and package testing materials after testing has 
	completed.  


	•
	•
	•
	•
	We are scheduling UPS pickups on April 11
	th
	, 12
	th
	, 25
	th
	, and 
	26
	th
	.


	•
	•
	•
	These pickup dates can be used for any materials that are 
	ready to be returned.



	•
	•
	•
	Test supervisors will receive an email on April 9
	th
	with 
	confirmation of pick up times and directions if this time needs to 
	be changed.


	•
	•
	•
	If you have students testing in the accommodated testing 
	window, you can send materials back once all students have 
	finished testing.  Simply provide the packages to UPS during a 
	regularly
	-
	scheduled UPS visit (if your school has one) or call the 
	Michigan Educator Hotline to schedule a pickup before the end of 
	the window.


	•
	•
	•
	For schools administering the SAT, PSAT 10 or PSAT 8/9 at an 
	off
	-
	site location, UPS pickups will occur in the afternoon on test 
	day to accommodate those locations where the supervisor will no 
	longer be on
	-
	site the following day.




	Material Pickup
	Material Pickup
	Material Pickup



	•
	•
	•
	•
	•
	•
	Returning Answer Sheets


	•
	•
	•
	•
	Use the pre
	-
	labeled white box(
	es
	) or UPS envelope(s) with UPS label 
	and a colored Pearson label 


	•
	•
	•
	•
	SAT answer sheets testing on 4/10
	–
	Olive


	•
	•
	•
	SAT answer sheets testing in accommodated window 
	–
	Goldenrod


	•
	•
	•
	PSAT 10 answer sheets label 
	–
	Pink


	•
	•
	•
	PSAT 8/9 answer sheets label
	–
	Magenta




	•
	•
	•
	Returning SAT Test Books (Do not return PSAT test books)


	•
	•
	•
	•
	Reuse the boxes your test materials arrived in to return test books


	•
	•
	•
	Loose UPS labels will be included in the shipment with the header “TB 
	Returns” 
	–
	apply one label to each box



	•
	•
	•
	For PSAT, you will receive two sets of return materials


	•
	•
	•
	•
	One for the primary administration and one to be set aside for the 
	makeup administration and for students who tested in the 
	accommodated window



	•
	•
	•
	SAT Makeup


	•
	•
	•
	•
	Supervisors will receive additional return materials with any SAT 
	makeup books that are ordered.





	Returning 
	Returning 
	Returning 
	Materials


	Image of pre
	Image of pre
	Image of pre
	-
	labeled white box for 
	returning answer sheets


	Figure
	UPS Label
	UPS Label
	UPS Label


	Pearson Label
	Pearson Label
	Pearson Label


	Figure
	Figure

	•
	•
	•
	•
	•
	•
	No.  Students that do not use accommodations will be put in the 
	answer sheet return box first (red circle).


	•
	•
	•
	Answer sheets for students that use ANY accommodation will be 
	put in the white accommodated testing envelope (blue circle) in the 
	same box.




	Do I return 
	Do I return 
	Do I return 
	standard and 
	accommodated 
	materials back 
	separately?


	Figure
	Figure
	Figure
	Figure
	All answer sheets for 
	All answer sheets for 
	All answer sheets for 
	students who used 
	any accommodation 
	will be sent back in 
	this white 
	accommodated 
	envelope.



	Preparing for Makeup 
	Preparing for Makeup 
	Preparing for Makeup 
	Preparing for Makeup 
	Testing



	•
	•
	•
	•
	•
	•
	For standard SAT Make Up Testing:


	•
	•
	•
	•
	Keep unused answer sheets and pre
	-
	ID labels for use on the make 
	up.


	•
	•
	•
	Ship all test books back.



	•
	•
	•
	For standard PSAT 10 and PSAT 8/9 Make Up Testing:


	•
	•
	•
	•
	Keep unused answer sheets, 
	test books, 
	and pre
	-
	ID labels for use on 
	the make up test dates.


	•
	•
	•
	New test books will not be sent for the make up.



	•
	•
	•
	For students designated to test in the accommodated window on the 
	NAR:


	•
	•
	•
	•
	There are no make up dates.  Students will test within the window.



	•
	•
	•
	After all testing for PSAT 10 and PSAT 8/9:


	•
	•
	•
	•
	Test books should be stored securely until score reports are 
	delivered.


	•
	•
	•
	Once score reports are delivered, test books can be handed back to 
	students





	Preparing for Make 
	Preparing for Make 
	Preparing for Make 
	Up Testing



	•
	•
	•
	•
	•
	•
	Test supervisors will receive an email on April 9
	th
	.


	•
	•
	•
	The email will contain a link to a survey to assist in determining makeup 
	materials.


	•
	•
	•
	There will be a separate email for PSAT and SAT.


	•
	•
	•
	•
	If you are the test supervisor for each assessment, you need to 
	respond to each survey.


	•
	•
	•
	You must respond to the survey even if you don’t need makeup 
	materials so we can accurately track responses.



	•
	•
	•
	The survey will only inquire about the materials needed for:


	•
	•
	•
	•
	The 
	number
	of students who were absent (not the names)


	•
	•
	•
	The type of irregularities (if any) for students 



	•
	•
	•
	The survey will NOT inquire about makeups for students testing in the 
	accommodated window.


	•
	•
	•
	•
	•
	Requesting materials for students on the NAR should not be 
	necessary due to the testing window.


	•
	•
	•
	If there is an irregularity during the accommodated window, TAS 
	(Testing Administration Services) will follow up with guidance on the 
	potential for a make up.






	Make Up Survey
	Make Up Survey
	Make Up Survey


	DEADLINE TO RESPOND: 4/12/18
	DEADLINE TO RESPOND: 4/12/18
	DEADLINE TO RESPOND: 4/12/18


	•
	•
	•
	•
	•
	If schools do not respond to the 
	survey by the deadline, they will NOT 
	receive makeup materials.


	•
	•
	•
	It is imperative that schools respond 
	on time.





	Thank
	Thank
	Thank
	Thank
	You.


	Michigan Educator Hotline:  866
	Michigan Educator Hotline:  866
	Michigan Educator Hotline:  866
	-
	870
	-
	3127

	michiganadministratorsupport@collegeboard.org
	michiganadministratorsupport@collegeboard.org
	michiganadministratorsupport@collegeboard.org
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