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Session Goals Our goal today is to share the latest information about the state-

provided SAT and PSAT-related assessments based on current 

planning. 

College Board and MDE will continue to finalize implementation details, 

and as more information becomes available, we will share through 

www.Michigan.gov/psat, www.Michigan.gov/mme, and Spotlight. 

Today we will provide: 

• An overview of SAT, PSAT 10, and PSAT 8/9 administration 

•Includes PSAT 8/9 for Grade 8 

• An update on changes planned for 2019-20 

• Services for Students with Disabilities 

For returning coordinators, changes for this year will be called out 

through this icon: 
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Questions about Spring PSAT 8/9, 
PSAT 10, or SAT? 

call the Michigan Educator Hotline: 
866-870-3127 (select Option 1) 
email michiganadministratorsupport@ 

collegebQar(l.org 

Fall and Spring Assessments 
Sr.honl'I. 11n NOTJV!M In nrr1p,r__rn;itP.ri:d~ fnrJhP. 
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this fall. Oates and locations will be available in the 
Spotlight in ear1y September. 

Requesting Accommodations 
Schools will need to klentify an SSO (Services for 

Students with Otsabihties) coord inator who 'Nill use 
the SSD Online sys1em IO submit accommodation 
requests on the behalf of students for PSAT 819 
for grades 8 and 9, PSAT 10, and SAT with Essay. 
,.., I I ""I ,_,_,_ •• • 

OE STUOENT 

MICHIGi.N 
--:Education SQotlight 

on Student Assessment and Accountab1hty 

September 19, 2019 

Qudc Links ... -,p.,..-.,1o 
atidasor5KID15 .•• 

Secure Site Down for 
Malntenancl!I September 20, 2019 

Kindergarten WIDA Screener 
Field Test Opportunity 

Do You Need to Score Your 
Onllne WIDA Screener'? 

2019-20:20 Gulde tc State 
A'S!!lessment~ 

Focus onAsseHml!lnt Llterac!f 

• Whal can we leam from sta.te 
summattve assl!lsM'ienl ~re 
reports and Whal 9h0Uld Wl!I do 
with that knowledge? 

! College Boan:! Com,e,r 

ACTWorkK.eya 

Important Dates 

Contacts 

Secure Sito Down for Maintonanc.o 
September 20, 2019 

On F·rlday, Sl!lptemtM!!lr 20, 2019 the 0EAA. Sea.Jre Site will be doWn 

tor re,qm-ed melnlenance l'1 lhe earty morning hours.. If e...erytll lng 

goes as planned, the Seaae St1e Ml be beck up by 7:00 AM. If you 
are adrrinls1erlrg lhe Ea,tj Uteracy a-id Methema1ks Bend'lmiK1c 
Assegsmenls (K-2 ~ we adlAse thal ~ ha\le &b.ldents ~will 
be tegq oo September 20 tye-tlen eel on 'lhe SeaJre Site by 

Sep!Errt>er 19 In ensure 'Ille sCftool ooesn"t h::~ any delays 
ln te:!lq. 

Thbl wlll only effeca actMtles oo 'lhe Sewre Site and does no1 
stteca lhe testing af 1he Fall 2019 Eady Utmacy and Msthematlc:a 
Bend'lmln: Assessmenl:9 h INSIGHT_ 

Kindergarten WIDA Scroonor Field Test 
Opportunity 

W IDA Is de...eloptlg a new Klnderganen screener ttlat can be u9ed 
ID Identify Knlergarteo EngllSh leemers, This le!lt will eventuaaj 
replace the KJndergarten W-APT. WIDA Is Heklng schools 

11'1.at can administer this paper!pencl I Kindergarten Screener 

kt at IHS.t 20 s tudents b&hween January 6 and February 28, 
2020. 'W'IDA wll provide al te:!lt matenal! and a test admlnls1rabon 
ma,ual In make lhe !Es.ting process SSI easy BSI po&Sible. Sbes lha.1 
sucoesstt.ayoomplete he field tes.1 wll receive $ 100. tf lnteres.1ed h 
participating, complete 1he skm-up bm (https:l/blUyJ2TBA27q). 

Ouestlom SbOut tt,fg_ field teg.1 opporbll1y can be direcled lo Jay 

Pfeiffer at ICpfeltfer2@wl!c.edU or by phone at 608-263-2735. 

► Skm m for Soot!lqht (WWW.m«:hlgen.gcw/mde-ropo11lght) end'or access 
prevb.Jsedll:Dt!I 

Call Center: 877-560-8378 

IU 

Spotlight 

www.michigan.gov/mde-spotlight 

College Board Corner: Implementation 

information for Michigan PSAT 8/9 for 

Grades 8 and 9, PSAT 10, and SAT with 

Essay 
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Comparison of 

M-STEP  and PSAT  

8/9 

Things that are the same as M-STEP: 

• Students will be pre-ID’d in the Secure Site. 

Things that are different than M-STEP: 

• College Board assessments are timed and do not allow self-

pacing. Students must use the entire time allotted for each test. If 

approved for extended time, students must use the entire time for 

which they are approved. 

• Students will take a paper/pencil administration, there is no option for 

digital. 

• Unless absent, students are expected to test on the initial test day. 

• The standardized nature of the SAT Suite of Assessments requires 

an advance accommodation request for the universal tools, 

designated supports, and accommodations required by students that 

would have traditionally been used on the M-STEP. 

• Schools must request accommodations through the College 

Board Online system, known as SSD (Services for Students with 

Disabilities) Online. 
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Test Dates 

Roles and Responsibilities of Test Staff 

What’s New for 2020? 
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Spring Test 

Administration 

SAT with Essay Dates 

• SAT with Essay will be one part of the Michigan Merit 

Exam which is required for 11th graders and eligible 12th 

graders. 

• Students testing in a standard room will be required to test 

on a single day. 

•Initial test day is: April 14, 2020 

•Makeup test day is: April 28, 2020 

• Will discuss accommodated testing in upcoming slides. 
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Spring Test 

Administration 

• Unless absent, students are expected to test on the initial 

test day. 

•Initial test day is: April 14, 2020 

PSAT 8/9 for Grade 8 Dates •Schools can flexibly schedule students who miss the 

initial test day for PSAT 8/9 for Grade 8 for a makeup 

between April 15-21, 2020 or April 28-29, 2020. 

• All makeup testing must be completed by April 29, 

2020. 

•Will discuss accommodated testing in upcoming slides. 
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Spring Test 

Administration 

• Unless absent, students taking the PSAT 10 or PSAT 8/9 

for 9th grade are expected to test on the initial test day. 

•Initial test day is: April 14, 15, or 16, 2020 

PSAT 10 and PSAT 8/9 for Grade 9 Dates •Schools can choose which date works best for them. 

• Schools can elect to administer the test to 9th 

graders on one day, 10th graders on the other day, 

or test both grades on the same day. 

•Schools can flexibly schedule students who miss the 

initial test day for PSAT 8/9 for Grade 9 and PSAT 10 for 

a makeup between April 15-21, 2020 or April 28-29, 

2020. 

• All makeup testing must be completed by April 29, 

2020. 

9 



   

      

      

   

 

 

  

(} CollegeBoard 

Accommodated 

Testing Window 

Accommodated Testing Window: April 14-28, 2020 

• All students with approved accommodations taking the PSAT 8/9 

for 8th grade, PSAT 8/9 for 9th grade, and the PSAT 10, can 

flexibly be scheduled anytime in the accommodated testing 

window. 

• Students with approved accommodations taking the SAT with 

Essay, as designated on the Nonstandard Administration Report 

(NAR) in SSD Online, can flexibly be scheduled anytime in the 

accommodated testing window. 
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*For students designated on the Nonstandard Administration Report in SSD Online*
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2020 Testing Dates Summary 

Initial Test Day 
Makeup Test 

Opportunities 

Accommodated Testing 

Window* 

PSAT 8/9 for 8th 

Grade 
April 14 April 15-21, April 28-29 April 14-28 

PSAT 8/9 for 9th 

Grade 
April 14, 15, or 16 April 15-21, April 28-29 April 14-28 

PSAT 10 April 14, 15, or 16 April 15-21, April 28-29 April 14-28 

SAT with Essay April 14 April 28 April 14-28 

*For students designated to test in the accommodated testing window 
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Roles and 

Responsibilities of 

Testing Staff 

• Test Coordinator: Responsible for all aspects of the administration 

at the school 

• Backup Test Coordinator: Responsible for the administration if the 

test coordinator is not available 

• SSD Coordinator: Responsible for requesting accommodations for 

students with disabilities and supports for English learners 

• Proctor: The test administrator in a testing room 

• Room Monitor: Assists the proctor with monitoring students in the 

testing room 

• Hall Monitor: Monitoring the hallways on test day and provides 

breaks to other test staff 
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The test coordinator is responsible for all aspects of the administration Roles and 

Responsibilities of 

Testing Staff 

at a school, including: 

Test Coordinator 

• Preparation activities such as 
• Planning rooms and identifying staff to serve as proctors, 

room monitors, and hall monitors for test day 
• Receiving and securing test materials 

• Activities on test day as 
• Distribution of materials 
• Monitoring of all test day activities and staff 
• Packaging and returning test materials 
• Completing necessary forms 

• Test coordinator may choose to enlist the aid of others at the 
school to help with test day planning and set-up. 

• The test coordinator will remain the main contact and 
receive communications from the College Board. 

• The test coordinator should coordinate with the SSD 
coordinator to ensure that students with disabilities and 
English learners are appropriately planned for. 

13 
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Roles and 

Responsibilities of 

Testing Staff 

SSD Coordinator 

The Services for Students with Disabilities (SSD) Coordinator is 

responsible for: 

• Being the school’s liaison with the College Board’s Services for 

Students with Disabilities office. 

• Submitting accommodation requests and planning for English 

learner supports for all students who request them at his/her 

school. 

• Printing the roster of students approved for accommodations 

(Nonstandard Administration Report – NAR). 

• Schools may have more than one SSD Coordinator; however, one 

person will be identified as a primary SSD coordinator who will 

receive communications from College Board. 

• If a school has multiple SSD coordinators, the primary SSD 

coordinator should share any communications with other SSD 

coordinators. 

• The SSD coordinator and test coordinator should also 

collaborate with the district English learner (EL) coordinator to 

help plan for testing students with EL supports. 
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Roles and 

Responsibilities of 

Testing Staff 

Proctor 

The proctor(s) is responsible for: 
• Managing all activities that happen in the testing room 

• Conducting the test and monitor test-takers to ensure a fair 

administration 

• Each room requires one proctor 

We will discuss how 

many staff 

members you will 

need for testing in 

upcoming slides. 
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Roles and 

Responsibilities of 

Testing Staff 

The room monitor(s) and hall monitor(s) are responsible for assisting 

the test coordinator and proctor. 

• Room monitors help set up the testing area and monitor testing. 

• Hall monitors patrol the hallways during testing to make sure the 

testing area remains quiet and secure. Room Monitor and Hall Monitor 

16 
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Staff with Related 

Students 

• Staff with children cannot have access to any test materials for 

the same assessment(s) the child is taking before test day: 

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

have access to testing materials before test day for the SAT no 

matter if the child lives with the staff member or not. 

-He/she may access testing materials prior to test day for PSAT 10 

or PSAT 8/9. 

• Staff with students who reside in the same household cannot 

have access to any test materials for the same assessment(s) the 

child is taking before test day. 

-If a staff member’s niece will be taking the SAT and the niece does 

not live in the same house with the staff member, he/she can have 

access to testing materials before test day for the SAT. 

• Proctors may not administer the test to any member of his/her family. 

• It is possible for test day staff to serve multiple roles in a small school. 

• Additional flexibility may be available to small schools, if 

needed. Call the Michigan Educator Hotline for guidance. 
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• Seating distance is now 3 feet from center of desk instead of 4 feet; 2 

Updates and New 

Items for 2020 

students can be seated at tables at least 6 feet long. 

• Room monitor-to-student ratios have changed from 1 to every 10 students 

to 1 to every 20 students in accommodated rooms. 

Will cover each item in detail as 

applicable during today’s presentation. 

• Test coordinators will be able to schedule their own UPS pickups. 

• MP3 audio content is now available to download from SSD Online rather 

than needing a physical flash drive shipped. 

• Answer sheets now allow for more diverse gender identification. 

• Labels will be available to place on the outside of answer sheet 

bags/boxes associated with an irregularity for faster processing time. 

• Student Guides for PSAT 8/9 will be printed and provided for each 8th and 

9th grader. 

• One coordinator training will be provided for all 3 assessments. 

• Parents should provide consent for students to complete the optional 

questionnaire for SAT with Essay and PSAT 10. 

• Translated test directions will be available in French 

• 8th and 9th graders must be tested separately this year. 

• All test books must be returned this year. 
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Implementation Activities 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 

19 
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Using the Educational 

Entity Master (EEM) 

• Educational Entity Master (EEM) is the repository of entity and 

contact information for educational systems in Michigan. 

• College Board will use the data in EEM to identify: 

•Contact information for testing staff (email addresses listed are 

used to send emails) 

•Address to send testing materials 

• Review and update the testing staff in the EEM at a building 

level as soon as possible. 

•If there is more than one person listed for a role, College Board 

will use the most recent. 

•If the information listed is correct, no action is needed. 

•If the information is incorrect, EEM should be updated by the 

district authorized user. 

• Anytime the identified staff changes during the school year, EEM 

should be updated to reflect the changes. 

•College Board receives the updates 7-10 days after making the 

change. 
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EEM for Testing 

Staff 

Update, if required, the roles in EEM at 

the building level as soon as changes 

occur. 

If EEM information is not accurate, 

you will NOT receive critical testing 

communications. 

Identify or update in EEM at the building level as necessary: 

• Test Coordinators 

-SAT Test Coordinator 

-PSAT Grade 10 Test Coordinator 

-PSAT Grade 9 Test Coordinator 

-PSAT Grade 8 Test Coordinator 

• Backup Test Coordinators 

-SAT Backup Test Coordinator 

-PSAT Grade 9/10 Backup Test Coordinator 

-PSAT Grade 8 Backup Test Coordinator 

• Services for Students with Disabilities Coordinators 

-SAT Services for Students with Disabilities Coordinator 

-PSAT Grade 9/10 Services for Students with Disabilities 
Coordinator 

-PSAT Grade 8 Services for Students with Disabilities Coordinator 

21 
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• To view school and contact information that will be provided to EEM 
College Board, go to: https://cepi.state.mi.us/eem/ 

• Search for your school in the EEM-Search window 
Educational Entity Master 

• Click the link for your school. 
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Center for Educational Performance and Information 

HN ~ I 

EEi-i Home > 

Seard1 Results 

* =Require 

I 
Offic ial Name of 11 1 1 

Allegan Area Educationa l Service Agency 
I 
Common Name 1t}1 

Allegan Area ESA 

I 
Entity Code 1ii1 

03000 

I 
Ownership 1.=1 

Owned 

I 
County (Code) 1i 1 

Allegan (03) 

I 
NCES District Code l~ I 

2680100 

I 
Agreement Nllmber 1f)J 

03000 

I 
Prosperity Reg ion llj!Ps code 1i J 

4 - West Mich igan Prospe rity Alliaj-ctij005 

I 
Chartering Agency Code 1i 1 

0300000000 

I 
Locale Code 1i 1 

Town: Oista11t 

District Authorized 

User 

To send a message to the district 

authorized user: 

• Click on school name in EEM 

• Click “Contact Authorized User” 

-- OR --

• Use the District and School Contact 

Page, under the Assessment 

Registration tab, of the OEAA Secure 

Site to retrieve the name and contact 

information for your district authorized 

user. 
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Addresses 

AT 10 Test Coordinator 

PSAT 819 Test Coor nalor Brian 
T1PPrnan 

PSAT Backup Coordinator Romeo 
Bourdag 

SAT Backup Tes Romeo 
Coor atOf Bowdag 

Ill 

Em I; 
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(989) 
358-5306 

(989) 09118/2015 
358-5310 

(989) 09!1812015 
358-5310 

• Scroll to the bottom of the page Confirm Email  and  

Address in EEM 
• Click “Details” next to the name to confirm email and 

address 

Where 

emails will be 

sent 

Nonpublic schools should contact 

nonpublicschools@michigan.gov 

or 517-241-5384 to update EEM. 

Where test materials will 

be sent – must be the 

school address 

24 
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Establishment 

Process 

How  College Board  knows which  

schools are administering  PSAT-

related assessments or SAT with  

Essay 

• All schools need  a valid Attending  Institution (AI) Code  to administer 
College  Board  assessments. 

-Will also  be referred to as school  code (different than Michigan-
assigned  building  code) 

-Six  digits, usually  starting with 23 

-Purpose: Connects student data to a  particular school 

• To  confirm your AI code: 

-Can be looked  up  online: 
https://collegereadiness.collegeboard.org/k-12-school-code-search 

-Once establishment activities are complete this winter, AI codes 
will also be included  in the  Test Center Participation page  of the  
Secure  Site. 

-Coordinators will receive  email  confirmation  of the  AI Code  in  
December/January. 

 

There are  two general  routes for establishment: 

• Public School Process 

• Nonpublic School Process 

25 
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Establishment 

Process 

• Must indicate intent to participate  every  year for each assessment. 

• If  you  choose  to administer the SAT, you  must administer all parts of 

the MME (ACT  WorkKeys and  M-STEP). 

• If  you  choose  to administer the PSAT-related assessments, you  must 

administer the M-STEP. 

• Roles should  be  identified  or reviewed  in EEM as soon  as possible. 

-If  you  need  to make updates, contact 

nonpublicschools@michigan.gov 

• Using  the contact information provided  by  MDE, College  Board sent 

an email  to all nonpublic schools requesting  confirmation of their 

intent to participate in  MME the week of October 21. 

-To confirm, call (866) 870-3127  (select Option 1) or email  

michiganadministratorsupport@collegeboard.org 

-Provide  your state-assigned  district and building  codes, and the  

name of your school. 

-Must respond  by  11/29/19 or your school may n ot be able  to 

administer the assessments. 

26 
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• MDE and College Board have determined  rules in  which some  

schools are automatically  established  to participate for an  

assessment. 

-If  a school has been  automatically  established  and plans to 

administer the assessment,  no action is needed. 

-If  a school does not meet the  autoestablish rules for a particular 

assessment, the school will need  to indicate their intent to 

participate  for that assessment. 

-If  a school has been  automatically  established  and does not plan  

to administer the assessment, contact College Board  immediately. 

Establishment 

Process 

Public Schools 

Things to Consider: 

• The  autoestablishment rules this year are  different than  last. 

• Center programs and technical  education  programs may  not be  

automatically  established  based  on this year’s rules. 

-Contact College Board  immediately  to be  unestablished  from 

testing, if necessary. 
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-------------------------------------------
• Schools will be automatically established to administer PSAT 8/9 for PSAT  8/9 for Grade  

8 Establishment 
8th grade if: 

-The “actual grade” listed in EEM is 8 AND 

-Your school tested at least 5 students the last 2 years (M-STEP in 
Public Schools 2018 and PSAT 8/9 for 8th grade in 2019). 

OR 

-The “actual grade” listed in EEM is 8 AND 

-Your school is new in 2019-2020 
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7-12 / 
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• Schools will be automatically established to administer PSAT 8/9 for PSAT  8/9 for Grade  

9 Establishment 
9th grade if: 

-The “actual grade” listed in EEM is 9 AND 

-Your school tested at least 5 students the last 2 years (PSAT 8/9 

for 9th grade). Public Schools 

OR 

-The “actual grade” listed in EEM is 9 AND 

-Your school is new in 2019-2020 
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7-12 / 
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• Schools will be automatically established to administer PSAT 10 if: PSAT  10 

Establishment 
-The “actual grade” listed in EEM is 10 AND 

-Your school tested at least 5 students the last 2 years (PSAT 10). 

Public Schools 
OR 

-The “actual grade” listed in EEM is 10 AND 

-Your school is new in 2019-2020 
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7-12 / 
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• Schools will be automatically established to administer SAT with SAT with Essay 
Essay if: 

-The “actual grade” listed in EEM is 11 AND 

Public Schools -Your school tested at least 5 students the last 2 years (SAT). 

OR 

-The “actual grade” listed in EEM is 11 AND 

-Your school is new in 2019-2020 
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Intent to Participate 

Outreach 

• District assessment coordinators, principals, and test coordinators 

received an “intent to participate” email the week of October 21 if a 
school was not automatically established (all nonpublic schools and 

certain public schools that did not meet the autoestablishment rules 

previously discussed). 

• IMPORTANT: Respond to the “intent to participate” communication. 

-If schools do not respond by November 29, 2019, they will not 

be able to administer the assessments. 

• MDE has a Test Center Participation Page in the Secure Site where 

schools can verify the assessments they are established for. 

-Establishment occurs on a rolling basis. Establishment is 

underway and will be updated in the Secure Site as new 

establishment activities occur. 

-Allow for potential updates. 

Contact the Michigan Educator Hotline at 866-870-3127 if 

establishment information is not correct by December 20, 

2019. 
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Off-Site Testing • Most schools participating  in the Spring  2020  Michigan-provided  
assessments will use their schools as the  test location. 

-However, if you  need  more space – or if, for example, your 
school is a virtual school, you  can  request an  off-site testing 
location. 

• Additional details will  be  shared  via Spotlight  this fall. 

-Request form will be  a Google form that can be edited after 
submission. Go  to: www.sat.org/offsiterequest for both  SAT  and  
PSAT requests. 

-An  email confirmation  of  submission  will  contain a link to edit the 
form. 

• To request an  offsite  location, a request and test plan must  be  
submitted by 12/20/19. 

• College Board will  then  provide  a confirmation of  approval to  the 
coordinator after the plan  has been  reviewed. 

• Requests for off-sites testing  for College Board  assessments must 
be  done  separately than  off-site testing  requests for M-STEP or 
ACT  WorkKeys. 
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Implementation Activities 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packaging and Returning Materials 

Ordering Makeup Materials 
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Pre-ID in Secure 

Site 

• Do NOT place orders directly in the College Board Test 

Ordering System for the Michigan-provided SAT with Essay, 

PSAT 10, or PSAT 8/9 for grades 8 and 9 in April. 

• College Board will determine your initial material order for 

the Michigan-provided assessments based on: 

-The number of students pre-ID’d to test in the Secure Site 

-The number of students approved for accommodations via 

College Board’s SSD Online System. 

• If students are not pre-ID’d by 2/12/20, you may not receive 

enough test materials and labels for test day. 
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Pre-ID in Secure 

Site 

You will receive 

materials  based 

on the number  of 

students pre-ID’d 
in Secure Site 

• MDE will open the pre-ID window in Secure Site on  

January 8, 2020. 

• Students will automatically  be pre-ID’d based  on fall count 

day enrollment. 

• Only  for public schools 

• Students who are eligible to test, but not required, will  

not be pre-identified. 

• Action required in January: 

-Login to Secure Site 

-Update the Pre-ID Student Report by unassigning 

students who will not test and assigning new students 

• All  updates must be complete by 2/12/20 in order  to 

receive pre-printed labels. 
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• Labels and answer sheets will be shipped to schools for all Pre-ID Labels 
students who were pre-ID’d by 2/12/20. 

-Schools will receive a printed pre-ID label for each pre-ID’d 
student to be affixed to the answer sheet. 

-For any students pre-ID’d after the deadline, schools must 

generate a label locally for the student from Secure Site. 

• College Board will ship a small overage of test materials to account 

for newly enrolled test takers, typically students who are last 

minute transfers into the school, etc. 

• All answer sheets MUST have a pre-ID label in order to be 

processed. Missing or incorrect labels will delay scoring or 

make scoring not possible. 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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Test Day Training 

Available in February 

• All testing  staff are  required to  be  trained. 

• Training  for test coordinators: 

-MDE requires test  coordinators take online  training every year. 

-There  will  be one Michigan training  module that covers  the SAT  with  

Essay, PSAT 10, and PSAT 8/9. 

-Coordinators will receive  an  email with a link to access the online  training. 

-Approximately  45-60 minutes to complete,  broken  up  into modules 

• Test coordinators are  required to  train  other staff in  some  way. 

-Training  proctors 

• Option 1:  Forward the training email 

- There is a module  specifically for proctors and administering the test 

- Approximately  20-30 minutes to complete 

• Option 2:  Provide training in staff meeting  or other  way  that works for 

your school 

-Training  hall  and room monitors 

• Training  PowerPoint will be  available for coordinators to show  to monitors 

-Training  SSD coordinators 

• Can either take the test coordinator training or the proctor training, 

depending on his/her test day  role. 
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Testing Manuals 

Coordinators  must 

read the manuals  

prior to test day. 

Proctors  should 

review the scripts 

prior to test day. 

• College Board  will provide a Michigan-specific manual for SAT  with 
Essay, PSAT  10, and  PSAT  8/9. 

-Schools can use the same PSAT 8/9 manual for 8th and 9th grades. 

• The  SAT  manuals provide specialized  information to each type  of test 
day  staff. 

-Coordinator’s Manual 

Includes information about the test day  set-up, 
preadministration session, forms, and return  of standard and 
nonstandard  materials 

-Standard Testing Manual 

Includes all test day  scripts and information needed  by  
proctors using  standard timing 

-Accommodated Testing Manual 

Includes test day  scripts for proctors in accommodated rooms 

• The  PSAT  10  and PSAT  8/9 manuals include  information for the  
coordinator AND scripts for proctors. 
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Planning for Staffing 

Needs 

• The staffing needed for test day depends upon the size of the 

cohort testing, the number of testing rooms, and the number of 

students in each room. 

• Besides the policies regarding familial relationships, there are 

additional guidelines to consider: 

Per MDE guidelines, test day staff should be licensed teachers 

or licensed education administrators employed by the 

district. If not available, then test day staff may be: 

Paraprofessionals or non-licensed administrative 

personnel employed by the district -or-

Licensed substitute teachers employed by the district for 

the purpose of administering the test. 

Per College Board guidelines, test day staff cannot 

be employed by an outside test-prep company. 

have taken the SAT within 180 days of the administration 

date. 
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FOR EACH STAINDARD iESTING IROOM 

Nrum.be.r of Shldenrts 

1- 34 

35- 50 

5]- 100 

101 or .more, 

Number ,of Room 
Monirtors Ni!i!ded 

0 

I 

2 

3i+ (1 monito.r for eae.b 

arl.ditio:nal SO :students) 

FOR EAC1H ACCO MODAlED JESTING ROOM 

Number of Smdern.rts 

1- 20 

(} CollegeBoard 

Nrum.be.r of R.,oom 
Mom1tiora .Needed 
0 

I -t,. (I monitor for cmdb 
additional 20 students) 

• 
N I MBER 0~ MALL MONITORS NE -DED 

Number of R.,ooms 
1- 5 

6-10 

11- 15 

16-20 

More than .20 

NumlHr ,of Hall 
Monit:or,s Nill e lied 
l 

2 

3 

4-

5.+ 1 monitor for ea.eh 
additional 5 moms) 

Planning for Staffing 

Needs 

• Once you determine the rooms you’re using for testing and the 

number of students in each room, you can determine how many 

staff you need. 

• Every testing room needs 1 proctor. 

• For rooms with more than 34 students, assign additional room 

monitors to help. 

• The ratio for room monitors in accommodated testing rooms has 

been changed to 1 for more than 20 students (rather than 1 for 

more than 10 students). 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 

43 



(} CollegeBoard 

Requesting 

Accommodations 

• All accommodations for the Michigan-provided  assessments in  spring  

(PSAT  8/9 for 8th and 9th grades, PSAT  10, and SAT  with Essay) 

must have prior approval and be requested  through the College  

Board  Services for Students with Disabilities (SSD) Online  system. 

-If  your school provides for a fall  administration  of the PSAT  8/9 for 

8th or 9th grade  students (not provided  for by  the state), approval  in  

SSD online is not required, but suggested  if your students require 

accommodations. 

• Most requests are  approved  automatically  within a few days and 

require  no  submission  of documentation. 

• There are  some requests that will require that documentation  be  

submitted  and could take up  to 7 weeks for review. 

• Schools should designate an SSD coordinator that has access to 

SSD Online and submits requests on behalf of students. 

-Schools can have  multiple  SSD coordinators to submit requests 
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• The vast majority of students who are approved for and are using Requesting 

Accommodations 
testing accommodations at their school through a current IEP or 

504 plan will have those same accommodations automatically 

approved for taking the SAT with Essay, PSAT 10, and PSAT 8/9. 

• Most requests will be processed through school verification 

allowing the SSD Coordinator to provide the answers to the 

following when submitting most requests for students: 

-Is the requested accommodation(s) in the student's plan? 

-Is the student consistently using this accommodation for school 

tests? 
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Accommodations There are two categories of accommodations: 

• College Board-approved accommodations 

•Require preapproval 

•Result in college and scholarship reportable scores 

•Used for students with diagnosed disabilities documented in a 

504 or IEP 

•Window to apply:  Now to 2/24/20 

• State-allowed accommodations 

•Require preapproval 

•Are automatically approved and require no documentation 

•Do NOT result in college and scholarship reportable scores 

•Must be applied for every year 

•Window to apply:  1/14/20 to 2/24/20 
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Process Flows in 

SSD Online 

There are 2 processes in which accommodation 
requests can flow within the Services for 
Students with Disabilities (SSD) Online 
system: State-allowed or College Board 
approved. 
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• Main difference between the two processes: Once 
approved, students remain approved for 
accommodations through the College Board-approved 
process whereas the state-allowed process is only 
good for the current year Michigan-provided 
administration. 

• Both processes are acceptable; however, applying for 
state-allowed accommodations is recommended by 
MDE for 8th grade. 

SSD  coordinator requests  
access  to SSD  Online 

SSD  coordinator submits  
accommodation requests  

on behalf of  student 

Flow  through “College 
Board approved” process 

Flow  through “State-
Allowed”  process 
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Process Flows in SSD 

Online 

Process: 

State-Allowed 

Process: 

College Board Approved 

Automatically approved Approvals 

Most requests will be school-

verified and automatically 

approved within a few days. 

Only valid for one year and are only 

used for state assessments. 
Length of Use 

Remains valid until IEP or 504 

changes and can be used for 

other College Board assessments. 

None 
Documentation 

Required 

For some requests, yes. If 

documentation is required, 

approvals could take up to 7 

weeks. 

Students, schools, and MDE 
Who Receives 

Scores? 
Students, schools, and MDE 

January 14, 2020 – February 24, 

2020 
Timeline for Requests Anytime – February 24, 2020 

Yes. School will apply either for 

state-allowed or College Board 

approved in the next year, if 

applicable. 

Reapplication 

Required? 

No. Student remains approved for 

accommodation unless the IEP or 

504 requires a change. Using this 

process does not change the IEP 

team obligation to review a 

student’s needs and supports at 
each IEP review. 
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Have Ready During 

the Submission  

Process 

• IEP or 504 Plan 

•Confirmation of parental consent 

• Demographic information 

•Name 

• It is helpful to use same name that student will be pre-ID’d 
with 

•Student or Parent Email 

•DOB 

•Estimated graduation date 

•Gender 

•Home Mailing address 

•Home phone number 

• Think about the accommodation that will create the most positive 

testing environment for the student 
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Assessments Read 

Aloud 

College Board Options What Does This Mean? 

Reader 

• Staff reads the test to the student. 

• Must be completed in a 1-to-1 

environment. 

• Students automatically receive 50% 

extended time and extra breaks on 

all sections. 

MP3 Audio 

• Audio version of the test, 

downloaded from SSD Online 

• Student automatically receives 

100% extended time, extra breaks 

on all sections, and additional time 

for section 2 (writing and language). 

• Additional information is included in 

upcoming slide. 
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Breaks During 

Assessments 

Please note that extended 

time and extended breaks 

are different 

accommodations. Break 

accommodations extend 

the TOTAL time of the 

testing experience but do 

not provide additional 

time with the test 

questions. 

College Board Options What Does This Mean? 

Extra Breaks 
• Students are given more 

breaks. 

Extended Breaks 

• Students are given double 

the time of regularly-

scheduled breaks. 

Breaks As Needed 

• Breaks are granted as 

requested by the student 

during the test. 

• Timing of the test is 

paused during the break. 

• Must be tested in a 1-to-1 

environment. 
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Extended Time 
Most Common College 

Board Options 
What Does This Mean? 

50% Extended Time 

• 

• 

Students are given time-and-a-

half for each test they are 

approved for. 

If students are approved for 

50% in reading, the student will 

receive extended time on each 

test. 

100% Extended Time 

• Students are given double time 

for each test they are approved 

for. 

The College Board does not allow self-pacing for the SAT Suite of Assessments, even in a 1:1 setting. We 

require the use of the entire time that a student is approved for (either the standard amount of time or extended 

time) to: 

• provide a consistent, standardized testing experience for all students 

• prevent students from feeling rushed to finish or move ahead by other students or the proctor 
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Accessing SSD 

Online 

New SSD Coordinators 

• To access the SSD Online system, the new SSD coordinator will 
need to request access: 

•Create a College Board Professional Account 

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

•Receive an access code to link your SSD Online access to 
your College Board professional account (first time only). 

• May take 1-2 days to receive the access code. 

•You may have multiple SSD coordinators, but only 1 can be 
identified as the primary SSD Coordinator in the EEM. 

• In order to gain access, schools will need an attending institution 
(AI) code. 

• Accommodation requests may begin once you receive your 
access code. 

• Test coordinators that also would like to have access to SSD 
Online can complete the same steps.  Consider your district 
policy regarding student privacy when accessing information for 
students with disabilities before requesting access. 
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Dashboard --------- Helpfulllnks· AbouttheProcess I TestDatesandDeadlmes I SSDForms I FAQ 

30 Students i 2s per page .:J ◄ ► Create Eligibility Roster Submit Eligibility Form 

Create AP Nonstandard Administration Report > 
How to complete AP NARs > 

Nm-row by. Al Code I ALL Al 3 All Statuses • All Accommodations • All Dates • ~ Reload 
Enter Student Name or SSO Number Q_ 

r Only show students with pending Applications 

Status 

PROCESSIIIG 

PROCESSIIIG 

PROCESSIIIG 

AWAITING 
INFORMATION 

CD Student 

Doe, John (#0000000007) OPT1ONs • 

AJ)l)I oved: Permission for food/medication 
Documentation: Received 1 Pages on 06 May 2009 

Gray, Macy (#0000000002) OPT1ONs • 

A11p1 oved: Permission for food/medication 

Rubin. Andy (#0000000010) OPT1ONs • 

A11p1 oved: Permission for food/medication 
Documentation: Received 1 Pages on 06 May 2009 

Gibs. Joe (#0000000014) OPT1ONs • 

Requested: Permission for food/medication 

• Accommodations that were provided but not requested 
I 

Create Eligibility Roster Submit Accommodations Request id 

04 Aug 2009 05 May 2009 

07 May 2009 03 May 2009 

02 Aug 2009 05 May 2009 

25 May 2009 05 May 2009 

Next SAT 
Registration 

14 Se11 2012 

14 Jun 2012 

14 Aili 2012 

14 Apl 2012 

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 
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------------------------------------------
~ DISABILITY ACCOMMODATIONS DOCUMENTATION 

Student Information 
Click here 1f you need to print out the Student Information form to be completed by a Student or Parent 

All fields are required, unless indicated 

Basic Information 

First Name Diana 

.,.. Mid dle Initial E .,.. optional 

Last Name: Ramos 

Emai l: Oi ana. R amos@exampl e.co m 

Date of Birth ~ / ~ / ~ 

Gender r Male r. Female 

• Soc Sec # 365 - 19 - 6589 • optional 

Cu rre nt Scho ol ! ACADE MI C PREPARATION CENTER(090 22 !i] 

Mailing Address 

Before You Begin 
You will need the following 1nformat1on to submit an accommodations request 

1. Parent or student signature. 

Where a student is under 18, a signed parent agreement is requi red to be on fi le. If the student is 18 or over, the 
student may sign the agreement. 

Click here for a printable parent/student agreement form. 

2. Documentation of the student's disability and need for accommodations. 

In order to be eligible for accommodations on College Board tests, a stu dent must have documentation of a disability 
and need for accommodations. In some cases, you will need to send the documentation to the College Board for 
review. Documentation requirements may vary depending on the student's disability and requested 
accommodations. Upon completion of the online Student Eligibility Form, you will receive a printable list of required 
documentation for the specific student. 

C:- USA, including tts terrttories & Puerto Rico 

r Outside of USA 

7677 Rene Drive 

Coy: Tracy 

ate: [cA'"'::;J Zip / Post Code: 95304 

hone 7036589632 

d College Board Test 

Test: l sAT 

Date ~ I~ 

..:..l 

Application Process 

• Go to SSD Online 

(CB Professional account required) 

• Confirm parental consent 

• Enter basic student information 
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Selected Disabil ities: Diabetes 

Expand All Sections I Collapse All Sections 

► Learning Disorder 

► AD/HD 

► Hearing 

► Autism Spectrum Disorders 

► Visual 

► Physical/Medical (1 selected) 

► Communication Disorder/Speech and Language 

► Intellectual Disability 

.. Psychiatric 

El Generalized Anxiety Disorder 

El Panic Disorder 

El Post-Traumatic Stress Disorder 

El Depression/Depressive Disorder 

El Bipolar Disorder 

El Obsessive-Compulsive Disorder 

El Schizophrenia Spectrum Disorder 

El Oppositional Defiant Disorder 

Tourette's S ndromefTic Disorder 

Application Process 

• Answer questions about student’s 

disability 
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L9ollegeBoard 

J Student Details J Disabil,ty J Accommod, 

Documentation 
In order to be eligible for accommodations on College Board tests, a stUI 

disability and need for accommodations. Documentation requirements rr 
disability and requested accommodations. In some cases, you will need I 
Board for review. Your answers to the following questions wi ll help us to d 

student, and whether the documentation needs to be reviewed by the Col 

Formal Education Plan / Program Verification 

Is there a current school-generated formal educational plan/program that 
the plan/program must have been approved within the past 12 months.) 

~ j Yes, a current formal education plan is approved for the student. 

Please indicate the type of program: Current IEP 

Please provide your best estimate of the date the initial (first ever 
(even if at different school): 

<- I know the specific date: I Month.:] / I Year .:] 

r I am not sure of the specific date, but is was within the las 

r I don't know / remember the specific date or it was not wit 

r No, a current formal education plan is not currently approved f 

Evaluation Testing Verification 

J Student Details J Disab1lrty Accommodations Documentation 

Student Accommodations 
Please select only the accommodations that you are requesting on College Board tests, rath_~r.t~~~ ~ii the 
_accommodations that the student currently gets at the school. · 

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

Expand •JI Sections I Collapse I Sections 0 Click to view Accommodation Details 

..,. Extended nme (2 selected) 

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. 

I +50% = I +100% = I Greater than = 
TeSt Section (time & 1/2) 1.:,, (double time) 1.:,, +100% 1.:,, 

Reading 

Written Language Expression 

Mathematical Calculations 

Listening (Foreign language and music test only) 

Speaking (Foreign language test only} 

..,. Extra / Extended Breaks (1 selected) 

P.1 Extra Breaks 0 
r Extended Breaks 0 

r Breaks As Needed Nh, cant Select this~ 0 

r 
r 
r 

r 
r 
r 
r 
r 

r 
r 
r 

r 
r 

Your request for Extended Timebased on a Disorder of Written Expression and Bipolar Disorder requires the 
following testing verifi cation: 

Application Process 

• Answer questions about 

requested accommodations 

and available documentation 
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Confirm Selected Accommodations 
You selected the following accommodations. Please confirm your selection(s) and indicate if the Student is \ 
consistently using the accommodations on school tests and whether the accommodations are part of a current ) 
IEP, 504 or formal plan. 

Accommodation 

Writing +50% (time and 1/2) 

Is the Student consistently using this 
accommodation for school tests ? 

Yes 
No (Documentation required) 

Mathematical Calculations +50% (time and 1/2) 

Is the Student consistently using this 
accommodation for school tests ? 

Yes 
No (Documentation required) 

Reading +50% (time and 1/2) 

Is the Student consistently using this 
accommodation for school tests ? 

Yes 
No (Documentation required) 

Select Another Accommodation j 

7 
If the Student has a current IEP, 504, or formal plan, does it 
include this accommodation? 

Yes 
No (Documentation required) 

If the Student has a current IEP, 504, or formal plan, does it 
include this accommodation? 

Yes 
No (Documentation required) 

If the Student has a current IEP, 504, or formal plan, does it 
include this accommodation? 

Yes 
No (Documentation required) 

Application Process 

• Confirm that the student is 

consistently using these 

accommodations on school tests and 

is part of an IEP, 504, or formal plan 
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C CollegeBoard 

Your SSD is ready to Submit 
Please confirm the information below and make any changes prior to you final submission. When you are ready_ 
click the Submit button at the bottom of the page. 

My Aalount I Logout 

Services for Students with Disabilities 

Requested Documentation 

Test of Academic Achievement (Ccrrf'T"crly l.S!:"C ti'S!i tr a t rrear.v e- s.cac ~mic aCf';i ~-, e fT" e T"t) 

Achieve.m.ent t: sb should be individually sd.ministered , nstionslly•normed, eo-mptehemive 9-»es;me nts of :a;cademic 
schie,rement. They 'TIES.sure acs'Clemicfunctioning in are as such a.s reading , rrath and writte n exore.»ion . Abbreviate<:! 
scademicmeuure:s. ~i.e .WRA T-4, e tc. ) 3 1e net oompcehensive disgnostic !ls;e»ments and. without an additions! battery of 
tests are not sufficient to -evslu :a te s disability. Plesse provide stsndard s001es for sll scademicsubte;ts, 3S well :lithe 'Mitten 
rep-ott A~e or grade equivs.hmti, rsngs, pe.rc:entile-> or RPI SCOies 9.!E not sufficient 

0 ry i> tr,s reouireo"' 

Psychiatric Update Within 1 year 

Lo.rem ip;um dolor sit smet. conxctetur adipisicing elit , sect do eiusmoef tempc, incididunt ut ls bore et dolore tl"s-gna aliqua . 
Ut enim ad minim v~mism , quis no-stru-d exercitstion ulfgmco l9bctis r,isi ut 9liquip ex es commOOo cx>ns,e,qust. Oui;, sute 
irure dolor in rep:ehe nde1it in voluptste velit e:»e cillurn dolcre eu fugiat nulls ps.ristu1. Exceoteur sint occaecst a.rpidatsi 
non PfOident, sunt in a.1lpa qui cfficia de.;erunt mollit anim id esi lsborum. 

E) /1'1y j_;, tt"1i f € CL,tf€ C'=" 

Print Documentation Checklist 

Student Information 

L rem ipsu'TI dol sit em.et, con-s:ctet\Jf adipiscing elit I teger ut libero quis nibh sod.3les tincidunt. Pha.sellu; oui velit, blandit s.c. 
adipiscing interdu-m , sodsles in, augue . Clss ero; neque, eleifend vel , tristique at, POJts eu, lore.m . 

BASIC lt4FORMATION 

-.a"'"= John Doe 

Date cf Birt~ Feb 1, 1992 

Exc,ected Hiah Sd'!o:::I 
Grsdusticn Date J un 1, 2010 

Gen-de:• Male 

Soc Sec II' 

MAILING ADDRESS 
222 Main 

Anywhere, VA 22001 , US 

Ho-ne ?here 7035553300 

E:na1I j o hn@doe.com 

~ I Print fo r Stud ent / Parent Signatu re 

SCHOOL INFORMATION 

High School Cooe 000000 

High Sctiool a.,..,e PS 1221 

SCHOOL ADDRESS 
124. Ma in St. 

flew Yo rk , fl Y 10001 , USA 

Application 

Process 

• Submit the request electronically via 

SSD Online 

• Review the system notification 

regarding any requested 

documentation 
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Cover Page 
The documentation required for !hrs appllcatron rs listed below Please collect the documentatron and provide rt 
to the College Board via fax or marl Please fill out and prrnt thrs page to use as your fax covef~.. heet 

Cogn~ive Ability 

Medical evaluation 

Psychiatric UpdcJte within one ye,11 

Nem Submit Documentation 
x Close 

This request requ ires documentation to support the student's need for accommodations. 
Psych Documentation can be submitted on line or can be faxed to Services for Students with Disabilities Please select from 

one of the options below. 

To submit documentation at a later time, go back to your Dashboard and se lect Options next to the student's name on 
Edi your Dashboard and chose your preferred method of submiss ion. 

Co 

Please note that on lv Adobe Acrobat .pdf documents can be submitted on line at th is time. Other types of documents 
are not current! su orted and wi ll need to be faxed. 

Upload Documentation Now 
~--------

Fax Documentation Now Back to Dashboard 

the College Board Guidelines for Do umentation, and (3) all the 

r\d-"=""---~+-~-~ Submit r quest for 
accommodations and navigate 

Coordinator to dashboard 

J I ompl1 m e I ten r of J e I JP/ 011 'r\TRUSTe 

Cover Sheet 

Student Name· Joe Johnson 

SSD#. 

High School: 

Grade. 

221771 

Thomas Edison High School 

11 

To: College Board Services for Students with Disabilities 

FAX INFORMATION 

Fax Number: 

Attention 

Number of pages· 
(including cover sheet) 

212.222.1221 

Jim Johnson 

SSD COORDINATOR CONTACT INFO: 

Name: Jane Lewis 

Phone. 212.222.2223 

Email : jlewis@school.edu 

Application Process 

• If necessary, submit documentation 

(upload to SSD Online, 

fax, or mail) when required 

• SSD coordinator will receive e-mail 

notification that decision has been made; 

log in to view decision letter 

• Print and add the eligibility letter that 

contains the student's SSD number 

to the student CA-60. 
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When must 

documentation be 

provided? 

Documentation must be provided for College Board review if: 

• The requested accommodation is not included in the student’s 

plan or is not being used for school tests. 

-Answer is “no” to: Is the requested accommodation(s) in the 

student's plan? 

-Answer is “no” to: Is the student consistently using the 

accommodation(s) for school testing? 

• The student is requesting certain accommodations, such as 100% 

extended time or accommodations where student does not have 

current documentation on file. 

• The student does not have a diagnosed disability or disability is 

listed as “other”. 

• The student does not have a formal plan that meets College 

Board criteria. 
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State-Allowed 

Accommodations 

(SAA) in 8th Grade 

vs. 11th Grade 

• SAAs provide scores to students, educators, and the Michigan 

Department of Education; however, students who test with an SAA 

will NOT receive a college or scholarship reportable score. 

-SAAs are in place to support state-required assessments where 

the use of the accommodation results in a score that higher 

education institutions do not accept. 

• The use of SAAs or College Board-approved accommodations are 

especially important for SAT with Essay, where the scores are 

reported to colleges and universities. 

-However, at the 8th grade level, scores are not reported to higher 

education institutions or scholarship programs. 
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Back to SSD Dashboard Helpful Links: I FAQ 

State-Allowed Accommodations> Dashboard 

8 Notice 
state-Allowed Accommodations (SAA) should only be used by students when 

Col lege Board accommodations are not available. Use of SAA's will result in an 
unreportable score and student scores will not be eligible for col lege submission 

or scho l:arship 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-Al owed Accommodations button below 

0 Students 125 per page Ell GJL!J 

Narrow by: [ Enter Al Code Q I [ All Statuses -r ] [ A ll Accommodations -r ] Clear all Enter student Name or SSD Number °'-

SAA Request status ... Student Submitted TesUng 
Status 

State-Allowed 

Accommodations 

• The state-allowed requests can begin January 14, 2020 and 

should be entered by 2/24/20. 

• The state-allowed dashboard is clearly marked to remind users 

these scores are not college reportable. 

• Recommended for 8th grade. 
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State-Allowed Accommodations Student Information 

Notke: Yo,w "'1d!s1!id Ila~ m,nge<1 &M's lo, Ille r-..,;ng c~ Boa d •­
SAl School-Da)', Mgch 1, .!015, 111 th) 
SAT School Da~. Mgrn 1, 201 5, t 12Sil 

L.aslName 

'Ellll!II 

'SOC Seel! 

M lll1ig Addrus 

US/\, mducl'1\II its !lflllOfles & Pue<to R>co 

,.. Ouriid OI US" 

8€41. 

C 

St . I-NONE 3 

SSHi•c Ktlilthwt rtir~ M 11,nct .. ~ .. .., ..... -= 

State-Allowed 

Accommodations 

• Enter basic student 

information including 

name, home address, date 

of birth, and graduation date 
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wa-ua1 I 1t..,;.:111 

Se;1vices. for Sfudents v.itt, ·Ois.sbili ties. 

State-Allowed Accommodations : Se!lect Accommodations 

ii,er tor lhe• SAT :Sc;hool-0,y arc;h 11, 21u i5 i:e1L 

IHetoa::,nl!)~ F(l _t~Offlifi()cl . ii$ 

St te•AtlowedAccommod Uons: 
ct IOI' lr.kii'ma110n IICl l:e~ IU:fOl'MIOd21110n ffl3(ljli s lilt' you , dl!llitl or stat 

OSU:1-0rly • E..twr..t TIN CS- Da~I 
OSIMe-Otfy • Elil TiiM , e Dliyjl) 
0 
OS..:1-0tfy • Lato S1a11 
OS..:e-Otfy • • Loclil""1 
OS..:t-Otfy • Or!t-1.o-On Tn 
OS..: -Otfy • s,,,...1 G,oup T,,~ng 
0 I-Orly • Reid 
OSIMt-Olfy. Stvn L P' Lt/ 
OS..:1-0tfy • A Im! Ttchnol"tl)' 
OS..:1-0tfy - Latg,, Pnnr 1 .. 1 5""" 42D panl 
Q&a,;o 0lfy • Bra 
OS..:t Olfy • Uu of Bl 1111"4 Dl<'-.y 
lJS..:t-Olfy • Ca ■ tli. I I Bool!. 
OS..:e-Olfy - CII Ltr (WCtd P1oces11at Fm ~5tiytl 
O511111■-0tfy - Bra 
O5111111-0tfy. CIIJ cll~Dn ti[ D1111t:1,ant; 
OShlle-Otfy • Olher Sl:tile ~ 

State-Allowed 

Accommodations 

• Select the accommodation being 

requested. 
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< ~ ID SS0 04'tt>olrd 

,state-Allowed Accommodat1ons Review and Submit 

Studl!nl lnformat on 

l'lo H conlrm Iha Information below end nuke any dungH .,..dad. 

WI I ADDIU;SS 

'" ... 

U~lfttl 1:on1•rtrfflj,.fl() 

$CHOOI. ADDRESS 
"'51 ....... ..... 
LH~( & ... • 

f 1 

St.lte-A!Jowe.d ccommodaticm 

Consent Form 

Confirming Information 

State-Allowed 

Accommodations 

• Review and submit 

request. 

• Because state-allowed 

accommodations are not college-

reportable, they are automatically 

approved and require no 

documentation. 
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talus .,.. (D Student 

DECIDED 

DECIDED 

Xerox, Fo rtest (#0007554601) on1'0Ns ,.. 

NOT Approv·ed 
Doollllmea~ta 1· on: Received 2 Pages on 05 Aug 2015 

Ssdprodtestb, Studentb(#0007000D02) --=on....:.::to=:... =-T---~ 

App ovool: Writing 50% (time and 112). Read'ing 5IJr% ( 
+50% (time an a 112) 
Doou1meinta 1·on: Received 2 Pages on 31 J1.d 2015 

lni 'la1ions 

Accommodations From  the Dashboard, locate the student. 

-Select “OPTIONS” 

-Click “Create  Change Request” 
Changes to  Previously  Submitted  

Requests 

View Decision Letter 
Create change Request 
Resubmit Request 
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Insert this end into fax machine 

Please ensure all attached pages are facing in the same direction 

Cover Sheet 
Use th is page as your submission cover sheet. 

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

Student Name: Emily Breen 

550#: 0007546816 

H igh School: 

Grade: 

ETS H IGH SCHOOUMARGO MERIWETHER 

11th Grade 

T o : College Board Services for Students w ith Disabil ities 

FAX INFORMATION 

Fax Number: 

Attention: 

Number of 
pages: 
(including cover 
s heet) 

(866) 360-0114 

College Board Serv ices for 
Students with Disabilities 

SELECT REQUEST OPTION(S): 

ID Resubmiss ion of P reviously Den ied Request 

SSD COORDINATOR CONTACT INFO: 

Name: Mithun Roy 

Phone: 

Email: m ithun.roy026@ gmail .com 

Fax: 

ID Request to Add or Remove Accommodations from Approved Request 

COMPLETE THIS SECTION FOR RESUBMISSION OF PREVIOUSLY DENIED REQUEST 

Please check any previously denied accommodations that you wish to have re-reviewed : 

EXTRA/ EXTENDED BREAKS 

IE] Permission to Test Blood Sugar 

Accommodations • Print, complete, and fax in the change request form to College 

Board’s secure electronic document system. 

• Monitor the SSD Online Dashboard for changes. 

Changes to Previously Submitted 

Requests 
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with pri·or 
approvals in SSD 

Online that no longer 
quallify due to a change 

in their IEP or 504 
MUST have those 
accom11mod at ions 
rem1oved fro1m the 

system. 

(} CollegeBoard 

For students who had College Board-approved accommodations in Students with Prior 

Approvals 
2019: 

Spring 2019 Spring 2020 Action 

School A School A Confirm accommodation is appropriate 

based on current IEP/504 and graduation 

date is accurate in SSD Online.  Re-

application is not necessary. 

School A School B Transfer student to new school in SSD 

Online.  Then confirm accommodation is 

appropriate based on current IEP/504 and 

graduation date is accurate. 

For students who had state-allowed accommodations in 2019: 

-Determine if state-allowed accommodations or College Board-

approved accommodations are appropriate. 

-Re-apply for state-allowed accommodations or apply for College 

Board-approved accommodations, as necessary. 
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Transferring a New 

Student to Your SSD 

Dashboard 

Using SSD Online is the most efficient way to transfer a student to your 

dashboard: 

1. Click Submit Accommodations Request in the top right corner of 

the dashboard. 

• A screen titled “Before You Begin” will open. 

• Read the information provided and click Continue to proceed. 

2. On the Student Details page, respond “Yes” to these two questions: 

• Has a Student Eligibility Form already been submitted for this 

student? 

• Is this a Transfer Student? 

3. You will be asked for the student’s name, date of birth, and SSD 
number. 

• Best practice: Add the eligibility letter that contains the student's 

SSD number to the student CA-60. 

4. If the student is requesting different accommodations from those 

approved, documentation review may be required. 
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Obtaining a Student’s 

SSD Number 

NOTE:  It is helpful to put a copy of the 

eligibility letter in the student’s CA-60 

for the new school to be able to 

access. 

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

new to your school: 

1. Have the student login to his/her College Board account to obtain 

eligibility letter. 

2. Ask the student or parent if they have a copy of the eligibility letter. 

3. Contact the student’s previous school and request a copy of the 

eligibility letter. 

4. Contact the Michigan Educator Hotline (866-870-3127), choose 1, 

and then choose the option for SSD. The student must be present to 

provide consent to obtain SSD number. 
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Removing a Student  

From the Dashboard 

Students will stay  on your 

Dashboard for one year 

after  graduation in the 

chance they need to take 

the SAT  their senior  year 

or after graduation.  You 

do not need  to remove 

these  students from your 

dashboard. 

To remove a student from your dashboard that no longer attends 

your school: 

1. Login to SSD Online 

2. From the dashboard, create eligibility roster 

3. Print roster 

4. Find the student’s name that needs to be removed from your 
dashboard, and write this information on the roster about the 

specific student(s) 

5. Fax annotated roster to (866) 360-0114. 
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Late Accommodation 

Request Deadline 

• For students who transfer into a school after the accommodations 

request deadline, submit a request as soon as possible. 

• College Board will review requests after the initial request 

deadline for the following scenarios: 

-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 

• The late accommodations deadline to support students in these 

scenarios will be published later this fall. 
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Changes to MP3 

Audio 

• Instead of shipping flash drives to schools, the MP3 audio files will be 

available  to download  from SSD Online. 

• Although  the streaming option  is designed to enhance  the testing 

experience  for students and allow  for additional  security  and 

convenience  for those administering the SAT, there are some set-up 

activities that are required: 

-Prior to test day, an application  needs to be  installed  and  tested  

on each computer used for MP3 audio testing. 

-On  test day, the actual MP3 audio  files can  be downloaded. 

• No action is required  now. 

-More information/instructions will be available  closer to test day  

and  in the  Accommodations and Supports Webinar on  December 

5, 2019. 

-Link to register for the webinar is available  in Spotlight. 

74 



l

SAT with Essaiy Accommodations and English Leamer S~pports Matrix 

Room Type standard Room(s) Non-standard Room(s) state-Allowed Room 
Description No accornmodati 011s 

are LIS•ed; students test 
i111 the starida rd te-Sti ng 

rooms 

Appmved accornm odations 
t hat ca11 be used in the standard 

testi ng rooms under starida1rd 
1testinQ sdhedule 

Appmved accommodations 
t lhat are separate firo m tlhe 

standa,rd testi ng rooms 

Appmved ac,cornmodat ions that 
are separate from t ine standard 

t est1ing rnoms and ca11 test in t he 
acoommoda1tions window 

Acc,om modation s a I lowed by 
MOE t lhat do 1101 resl.l lit iIn a 
coll!!9e reportabl-e score 

Where to f ind 

roster of :st!u dents 
OIEAA Se<}ure Site NAR in SSD Online NAR in SSD Online NAR in SSD Onli rne NAR in SSD Online 

Aecom mod at io rn • No • 114 pt Large pri rnt • 6te11ded breaks • 20 pt Large prirnt • ASI.. i111terpreter for te-St 

Ex.am pies acoo mmoda,t ions • Large-block answer slneet 

• Magnifier 

• Written copy of oral 
i 11struciions 

• Permission for 
food/m edi ca,tion 

• Wheelc lnai r aocessi b ility 

• Preferentia,1 seating 

• Reoord a11swers in test 
book 

• Use of colored overlay 

• Audiifory amplirfi ca,1tion/FM 
system 

• Si,gn !language iI11terpreter 
for test di rections 

• 6tra breaks 

• Fou r-function calcu lator 
,on m aih test-no 
ca lcL1la,tor section 

• Permission otest blood 
sugar 

• Smal I group setting 

• 50% Extended Tim e 
(Math on ly) 

• 50% Extended t1im e 
(Essay only) 

• MP3 Audio 

• Bra,ille 

• 50% Extended t1im e (All 
sections) 

• 100% 6te11ded t ime (Al I 
sections) 

• 100% 6te11ded nme (Essay 
only) 

• 100% E.;.;tended nme (Math 
only) 

• One-to-one t est1ing 

• Breaks as needed 

• Ma.gnirfyi11g machine 

• Bra,i I le writer 

• Reader 

• Writer/scribe to record 
respons,es 

• ATC format 

• Com puter for essa,y 

• Home/lnospita.1 testi ng 

• Late start t1ime 

• Lim ited te-Sti11Q time 

conte11t 

• ASI.. responses by student 

Erngl ish Lea rner 

Supports 
• T nmslatedl test 

directio11s 

• Word-for-word 
glossaries 

• 50% Exte11ded Tim e (All 
sections) 

• Ell Matin Ornly 

Test Date( :s) .April 114, 2020 April 14, 2020 .Apliil 14, 2020 Ap ri l 14-28, 2020 Ap ri l 14-28, 2020 

Make-Up 
Test Date( :s) 

April 28, 2020 .April 28, 2020 Apnil 28, 2020 AnytIime in w iindow Anyt ime iin w indow 

N umber o f Testing 
Days 

Orne-day Orne-day One-day 
One- or two-day testIin g (see 
NIAR for offic:ia l des i~nation) 

O11e- or two-d ay test ing (see 

NAR fair offic ial des i~nation) 

SAT Test Book 

Co lors 
Purple Purple Purple Blue Lime 

NAR = Nonstandard Admi nist rat1iorn Report 



PSAT 8/9TM for Grades 8 and 9, PSAF 10 Accommodations and Engllish Learner Supports !M at rix 

Room Type Standard Room{s) Non-Standard Room{s) State-Allowed Room 
Description No accommodations are used; 

stu:dents test in Dle standard 
· esting rooms 

Apprnv,ed accommodations that can 
be used in the standard testing rooms 

under stan,(larc:I tesling sc hedlule 

Apprnved accommodations that are 
separate from lhe standard testing rooms 

aoo can ~est in the accommodations 
window 

.Accommod.ations allowed by MOE that 
do 11 ot result in a score reportable for 

scholarship opportunities 

Where to find 
roster of silude:nts 

OEM Secure Site• NAR en SSD Online NAR in SS[) Online NAR in SSD Online 

Accommodation 
Exam1Ples 

No accommodations ·• •· 14 pt Large print 

• Large4:Jlock answer sheet 

• Magnifier 
• 1.Vritren copy ,of oral i nstruotions 

• Permissio11 for food/medica ion 

• ,,\lheelcflair acce-Ssibflity 
•· Preferemial seating 

• Record answers in test book 

• Use of •colored overilay 

•· Auditory amplificatioll/FM system 
• Sign langrnige interpreter for est 

directions 

•· Exte111ded breaks, 
•· Extra brea'ks 

•· Br,eaks as needed 
•· Four-func ion calct1lator on h teSHIO 

calc11la.tor sectio11 

•· Permissio11 to rest b'.loodl sugar 

•· Small group setting 

•· 20 pt Large print or grea.ter 

•· MP3 Audio 
•· SO% Extended time (All sections) 

•· 100% IExtemied time (Al I sections) 
•· SO% Extended Time (Math onl~) 
•· 100% Extended Time (Math onl~) 

•· Ones,to-011e testing 

•· Magnifying inachine 
•· Braille o r Bra □ l e writer 

•· Readef 

•· Writer/scn'be to record r-espo11ses .• , ATC format 

•· Home/hospital testing 

•· Lat e start t ime 

•· Limited testina time 

·• ASL interpreter for test content 
·• ASL responses by student 
·• Any accommodation in the 2n.a a11d 

3ra columns that have been 
requested as state-al lowed 
accommodations 

English Learner 
Supports 

·• Translated test directions 
• Word-for-word alossalies 

• 50% Exte11ded time (Al li sections) ·• EL Malhi onlry 

Where to find 
roster of silude:nts OIEM Secure Site INAR en SSD Online NAR in SS[) Online NAR in SSD Online 

Test Date (s) for 
PSAT 8/9 for 

Grade 8 
April 14, 2020 April 14-28, 2020 Aplil 14-28, 2020 Aplil 14-28, 2020 

Test Date(s) for 
PSAT 819 for 

Grade 9 and PSAT 
10· 

April 14, 15, or 16, 2020 April 14-28, 2020 Aplil 14-28, 2020 Aplil 14-28, 2020 

Makeup Date(s) April 15-21 or April 28-29, 202:0 Anylirne in Window Anylirne in Window Anylirne in Window 
Number of Testing 

Days One-day One-day One-day (Only MP3 Audio and 100% 
extended time are two-day tests) One-day 

PSAT 8/9 Test 
Book Colors Dark Red Dark Red Dark Reel Lime 

PSAT 10 Test 
Book Colors 

Orange Orang:e Orang:e Lime 

NAR = Nonstandard Administration Report 
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Nonstandard 

Administration 

Report (NAR) for 

SAT with Essay 

SECTION 2. Students who can test in the window 

• For SAT, the NAR is grouped by students that must test on the 

initial day and those that can test in the accommodated window 

-Will include EL students identified to use 50% extended time 

• Includes what test book color and the script name the student 

should use 

• For PSAT 10 and PSAT 8/9, all students with approved 

accommodation can test in the window. 

Testing Group Last Name, First Approved Test Type Test Book One or Two Script Name Test Room Code 

Name Accommodations Color Day Testing and Proctor 

SSD# 

Group 1 Thaler, Sarah 

SSD# 54321 

Reading +50% SAT with Essay Blue Two Day Script #3 Mr. Jones 

123 

Anama, Kari 

SSD# 23432 

Gardella, Ted 

SSD# 68724 

Group 2 Feig, Jason SSD# 

12345 

Reading +100% SAT with Essay Blue Two Day Script #4 Mrs. Edwards 

456 

Additional 

Instructions 
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English Learner 

Supports 

Scores will be college and scholarship 

reportable 

EL Supports are not 

currently available for 

PSAT/NMSQT, 

weekend SAT testing 

or AP testing 

Students can use translated test directions and/or approved word-for-
word bilingual glossaries without prior approval. 

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

- Albanian, Arabic, Bengali, Chinese (Mandarin), French, Gujarati, 
Haitian Creole, Hindi, Polish, Portuguese, Russian, Spanish, Urdu, 
Vietnamese 

• Translated test directions can be provided orally by an approved 
translator to the student in languages not available in PDF format. 

• Approved glossary list may be updated. Look for information in 
Spotlight. 

English learners can be provided with 50% extended time for the 
Michigan-provided assessments. 

• Although not an accommodation, students must be identified in SSD 
Online in order to receive correct testing materials. 

• Students will be automatically approved and no documentation will be 
required. 

• Must be entered in SSD Online each year starting in January. 

Critera for determining who may benefit from EL supports can be found in 
the Supports & Accommodations Guidance Document posted on the MDE 
website. 
(https://www.michigan.gov/documents/mde/Michigan_Accommodations_M 
anual.final_480016_7.pdf) 
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EL Students 

State-Allowed Accommodation for 

Math Only 

• Students that are identified as English Learner (EL) in the Michigan 

Student Data System (MSDS) and have been enrolled in U.S. 

schools for 12 months or less at the time of taking a state 

assessment may be eligible to receive a one-time exception from 

having to take the English language arts portion of state 

assessments. 

• In order for a student to be eligible for an exception from the ELA 

portion of a state assessment, the student needs to: 

Have taken the WIDA ACCESS Placement Test (W-APT) or WIDA 

Screener with their scores provided in the Secure Site. 

Have taken the most recent administration of the summative 

WIDA ACCESS for ELLs or WIDA Alternate ACCESS if enrolled 

prior to the test administration window. 

• Apply for state-allowed accommodations beginning in January 

• A math-only version of the assessment will not be shipped. Students 

will use a lime test book but only be administered the math section. 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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• Test coordinators will receive distinct shipments for each grade in Shipments 
preparation for testing. 

• NOTE:  Each shipment may come in multiple boxes. 

Deliveries will be adjusted for 

schools on spring break during the 

delivery of preadministration and 

test shipments.  If your school is 

out the week of March 23, your 

materials will deliver the week of 

March 30. 

Shipment 
Contents 

(Not Exhaustive) 
Delivery 

Coordinator Planning 

Kit 
Sample set of manuals, posters 

Week of February 

24, 2020 

Preadministration 

Materials 

Answer sheets, pre-ID labels, 

student answer sheet 

instructions, student guides, full 

set of manuals 

Week of March 23, 

2020 

Test Materials Test books, return materials 
Week of March 23, 

2020 
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Test Materials 

Delivery 

• All  shipments will be addressed to the test coordinator of that 

assessment. 

-Delivered to the address in the  coordinator record in EEM. 

• Test materials must be stored securely, once  delivered. 

-Check contents of boxes within 24 hours of delivery using 

packing lists. 

Contact  College Board immediately if there is a problem  

with your  shipment – see Coordinator’s Manual for  specific 

instructions. 

-Check materials until test day. 

Contact  College Board immediately if materials show  

evidence of tampering. 
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• We will support an additional material order window in Secure Additional Material 

Order 
Site from March 24, 2020 – April 7, 2020. 

-Allows schools to order standard test materials for students 

who are newly enrolled at the school and were not initially pre-

ID’d during the window. 

• More details will be available in Spotlight as we get closer to the 

opening of the window. 
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liHfi,Si PSAT"S/9 I 
Sprlng2020 

PSAT™S/9 

TEST BOOK SERIAL NUMBER INFO 
HERE 

Test Book 
IMPORTANT REMINDERS 

A No. 2 pencil is required for the test. 
Do not use a mechanical pencil or pen. 

Sharing any questions with anyone is a 
violation of Test Security and Fairness 
policies and may result in your scores 
being canceled. 

THIS TEST BOOK MUST NOT BE TAKEN FROM THE ROOM. UNAUTHORIZED 
REPRODUCTION OR USE OF ANY PART OF THIS TEST BOOK IS PROHIBITED. 

e2011TT1tC01t-!lfSO.O.~eo.ro;iMll\f-,i1<>90nnegw.tere<1tr~rk5'1fthfCO!~!ID.ln:I 
PSATl5arr-.-(Ml'lt(lt,ytlltC*g.Ba~ 

5KSA09 

II 11111111111111111 
1S719999 

e+@:e,,, PSAT"B/91 

Spring 2020 

TUT BOOK mllAL NUMBER NO 
HERE 

Test Book 
I MPORTANT REMINDERS 

A No. 2 pencil is required for the test. 

Do not use a mechanical pencil or pen. 
Sharing any questions with anyone is a 

violation of Test Security and Fairness 
policies and may result in your scores 
being canceled. 

5KSA09 

THIS TEST BOOK I\UST NOT BE TAKEN FROM TtE RCX)M_ UNlilJTHORIZED 
REPRODUCTION OR USE OF ANY PART OF THIS TEST BOOK IS PROHIBITED. 

111111111111111 
1S719999 

• • 8th and 9th graders will  use different  test books  this year and therefore 
cannot  test  in the same room. PSAT  8/9 Test 

Books • Keep test books for each grade separated as you sort and prepare 
materials for testing. 
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• Coordinators will receive emails about material shipments. Tracking Materials 
-Please note: Coordinators may receive emails before the items 

are actually shipped from UPS. 

-Tracking numbers in the email will become valid once shipped. 

• Tracking numbers will also be made available on the Material 

Order Summary Report under the Assessment Registration and 

Material Orders menu in the Secure Site. 

-See www.michigan.gov/securesitetraining for more information 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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• Coordinators should work with the principal and other staff to think Considerations for 

Planning 
about planning for the following: 

•Number of staff needed 

•Rooms that will be used 

•Schedule for test day 

•Scheduling a preadministration session prior to test day 

•Preparing materials for the preadministration session and for 

test day 

• The Coordinator Manual will give guidance on planning for these 

activities on test day. 
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iifHSI ~AT" I 
2019-20 

SAT" SCHOOL DAY 

Student 
Guide 

Learn all about 
the SAT- inside. 
Connect your College Board 
results and get personalized 
practice at satpractice.org. 

l"alTest•taklng 
~ .ctvleeandtlpt; 

:= Practice 
:= questions 

SAT SCHOOL DAY 

Stu,dent Answ,er 
Sheet Instructi,ons 
lhis guide will help you fil l out your SAT' Schooll Day a:iswer 9--12 HomanAamng Addres" Your home or maa,g address 1is 
sheet--indludng wlhere ID Slefldyc..- fu<Jr f ree score reports. ,used to assistthe Coll'ege Boarn in matching your ans\""' sheet 
lleg,Jreto recoo:lyour an5""ErS to1he que51ions oo the answer to your College Boarn ,,ecorn. The Cclege Board may contact 
sheet. Answers lhatare rmrlr.ed in this bookletwron1 be counted. you regardng !his test. and yoi,r ad<kess .,ill b e added ID your 

If ,recorn. If you 111 to SW dent Search Ser-.ice IQuestioo yoi,r sdh□ol has placed a personalized label on 'I'"' als□ opl: 

151.. of your address will be,;hared 'AVth nterested ed'l!ICalional al15Wet' sheet. some your information may have already 
51!/Ch colleges to organizatiDIIS as and ~hip programs. b een prowjed. Yoo may not need answer rNer1J (JleSlion. 

Your instruclllr wlllrea.d a loodandcaecty□u tofiilloutthe Use these sire& address abbreviations ro "'15\'i-er Question 9: 
appropriate ques!i□ns. ApartrrnEIII APT Noohwi!st N,W 

Plan a 

Preadministration 

Session 

SAT with Essay 

Purpose: To provide time prior to test day for students to bubble in 

required demographic information (name, date of birth, UIC), opt into 

Student Search Service®, complete the optional questionnaire, and 

identify where to send scores. 

• Affix pre-ID label to front of student answer sheets. 

• Schedule a preadministration time prior to test day. 

• Provide students with a copy of the SAT Student Guide. 

• Students will use copies of the SAT School Day Student Answer 

Sheet Instructions during the session. 

• Estimated time:  45-60 minutes if students complete the 

questionnaire. 
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• The College Board's Student Search Service is a free, voluntary Student Search 

Service® 
program that connects students with information about educational and 

financial aid opportunities from nearly 1,900 eligible colleges and 

universities, and scholarship and other educational programs. 

• By opting in, students give the College Board permission to share their 
SAT with Essay and PSAT 10 names and limited information provided by the optional questionnaire 

with colleges and scholarship programs looking for students like them. 

• Opting into Student Search Service is not available for PSAT 8/9. 
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-------------------------------------------
Student Search 

Service and 

Consent 

SAT with Essay and PSAT 10 

• Parents can  give consent for students to opt-into Student Search 

Service  and complete  the questionnaire. 

-Consent is only  required  to opt into Student Search Service  and 

the questionnaire. Students can still take the SAT  with  Essay a nd  

identify  their four free scores sends without completing  the  

questionnaire. 

• Follow  your district or school policy  for collecting  consent. Schools 

and districts may  opt to use  a consent form that is provided  by  MDE 

(www.Michigan.gov/mme and www.Michigan.gov/psat) or may  

choose  to use their own. 

• Consent should be  collected  prior to the  preadministration session. 

• Consent forms should remain  at the school  until the student 

graduates and do not need  to be returned  to College Board. 

• Students can  opt-into Student Search Service  online  

(https://studentsearch.collegeboard.org) but cannot complete the  

optional  questionnaire. 
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Score Reporting Code List (for Field 14) 

U.S. COLLEGES AND UNIVERSITIES 

ALABAMA · Bimingham 1856 Scottsdale Convn.riity College 4755 American Academt of Dramatic 
Alabama Agriculllnl · H~lle 1854 Sessions Colege for Professional ArtsWest 7024 and 

Mechanical University 1000 TLJSCaloosa 1830 Design 6356 American Career C.olege 3694 
Alabama Soudlem Cornrruiity Colege UniversityofMobile 1515 South Mot.ntain ConYn..,ity College 4734 American Jewish University 4876 

· Monroe 1644 University of Monte-.iallo 1004 Southwest Urwversity of Visual Arts 3037 American Lhversity of Health 
- Thomasville 0184 Sciences 7346 UniversityofSouthAlabama 1880 The Paralegal Institute 3888 

AlabamaStateUniYersity 1006 United State:sArmtYuma f>rowlg Antelope Valley Colege 4005 UniversityofWestAJabama 17,:J'l 
Ametican Sentinel urwersity 3006 Gl"Ol..rld Corrmand 4080 Antioch University Los Angeles 1862 Virginia College 2596 

Universal TechNCal Institute 2504 Antioch University Santa Barbara 3071 Athens State College 0706 VirginiaCollegeHIM'ttSVille 3451 
University of Advancing Technology 3608 Argosy University 6237 AuburnUniYersity 1005 Wallace ComnuiilyCollege 

Auburn UniYersity Montgomery 1036 Spari<sCan-,,us 0103 University of Arizona 4832 · Inland Empire 6239 
University Bei.-ill Phoeni:11: 1024 · Orange County 7"10 State ComnuVt y College 0720 Wallace St.ate Hanceville 0528 of 
Western International UfWlo'el"'Sity Art Center Colege of Design 4009 Bevill State Comnuvty College 0213 ALASKA - Qrjine 4419 

Bevill State Cornm..irvty Art Institute of California 
Alaska Bible College 1237 College Brewer 0723 Yavapai College 4996 - Hollywood 3463 
Alaska Olristian Co1ege 7227 

Bimwlgham Southern College 1064 - Inland Empire 6717 ARKANSAS Alaska Pacific UniYersity 4201 
Bishop State Conwn<rity Colege 1517 Agape Colege 4453 · Orange County 3031 

Otarter College 3453 Bishop State Conwn<rity 5737 Arkansas Baptist Colege · Sacramento 7301 
College Can,,er 0087 Cownant Life College 0127 

Ark.ansasNortheastem Coll · San [);ego 3036 ege 1267 lfisagvik College 0469 Cal1otsl Connuiity College 1356 Arkansas State lkliversity 601 1 - Sanfrancisco 4421 
Kenai Peninsula Colege 4373 Central Alabama ComTuiity College 0715 - Beebe 0782 Ashford Univer.;ity 6418 
Kodiak Colege University Alaska Central Alabama: C.ommunity Azusa Pacific lkiivet"sity 4596 

Anchorage 4372 - Mountarl Home 6057 College Chidersbu-g 0 109 
Matanuska-Susitna Colege 4509 · ~ 6631 Bakersfield C<>lege 4015 

Chattahoochee Valley C.ommunity 
Souid Arkansas Tech University 6010 Barstow Cormlunity College 4020 

College 1187 Prince Wiliam CcmmU'lity 
College 4636 - Ozark Campus 6028 Berkeley City Colege 771 1 

Coh.• nbia Southern lkliversity 3878 
Bethesda O uistian lkiiversity 3895 C . Col ofthe.Aa-Foree 1175 University Alaska Southeast 4897 Black River TeclTlical College 3879 

Score Sends for 

SAT with Essay 

• Students can send their SAT scores to colleges, universities, and 

scholarship programs by bubbling codes on their answer sheet. 

• The Student Answer Sheet Instructions have the list of codes. 

• Students do NOT need parental consent to submit their score sends; 

all students taking the SAT should be encouraged to complete this 

portion on their answer sheet. 

-Students can submit additional score sends from their College 

Board account for a fee. 

-Low income students have unlimited free score sends from their 

College Board account. 
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PSAT10 

Student Answer 
Sheet Instructions 
This guide will help you fill out your PSAT™ 10 answer sheet. 
Be sure to record your answers to the questions on the 
answer sheet. Answers that are marked in this booklet wi ll not 
be counted. 

If your school has placed a personalized label on your 
answer sheet some of your information may have already 
been provided. You may not need to answer every quest ion. 
Your instructor will read aloud and direct ou to fi ll out the 

6. Grade Level This fie ld is required to validate your answer 
sheet as part of scoring. 

7. Sex This field is required to validate your answer sheet for 
scoring. 

8. Date of Birth This field is required to validate your answer 
sheet as part of scoring. 

9-12. Home/Mailing Address These fields are optional but 
recommended. Your home or mailin address is used to 

Plan a 

Preadministration 

Session 

PSAT 10 

Purpose: To provide time prior to test day for students to bubble in 

required demographic information (name, date of birth, UIC), opt into 

Student Search Service®, and complete the optional questionnaire. 

•Affix pre-ID label to front of student answer sheets. 

•Schedule a preadministration time prior to test day. 

•Provide students with a copy of the PSAT 10 Student Guide. 

•Students will use copies of the PSAT 10 Student Answer Sheet 

Instructions during the session. 

•Estimated time:  25-35 minutes if students complete the 

questionnaire 
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Preadministration 

Session for PSAT 8/9 

• Students will NOT complete any of the optional questions for PSAT 

8/9.  

•They will only bubble the required elements on their answer sheet 

(Name, Date of Birth, and UIC as their student ID number). 

•No consent is necessary since students are not completing any 

optional questions. 

•Student Answer Sheet Instructions are not necessary and will not 

be sent. 

• Schools can determine if the required bubbling needs to occur prior 

to test day during a preadministration session or can be completed 

on test day. 

• Provide students with a copy of the PSAT 8/9 Student Guide, which 

will be printed and shipped to schools this year prior to test day. 

93 



 

  

    

 

  

   

 

(} CollegeBoard 

EJGender 

0 Female 
0 Male 
0 Another (not listed): 

UIC 

LaslNama First Name 
School Name 

11111111111111111 IIII II IIIIII g~~~:d~ XX 
Assessment Name/Year 321854987 

(Pre-ID Label) 

II Student ID Number 

I I I I I I I I I I I I I I I I 
®®®®®®®®®®®®®®® 
G) G) G) G) G) G) G) G) G) G) G) G) G) G) G) 
(D (D (D (D (D (D (D (D (D (D (D (D (D (D (D 
@@@@@@@@@@@@@@@ 
©©©©©©©©©©©©©©© 
®®®®®®®®®®®®®®® 
®®®®®®®®®®®®®®® 
CD CD CD CD CD CD CD CD CD CD CD CD CD CD CD 
®®®®®®®®®®®®®®® 
®®®®®®®®®®®®®®® 

• Student ID Number Answer Sheet Items 
-Students will bubble in their UIC as their Student ID Number, 

which can be found in the upper-left corner of their pre-ID label. 

• Gender 

-Answer sheets now allow students to provide “Another” as an 
option. 

-Gender is not listed on student score reports. 

-Whatever is written in the free-response line will not be captured. 

-Reporting to MDE will be based on what gender the student is 

pre-ID’d under. 

-Gender is not a required element to bubble on the answer sheet. 
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Administration 

Timing 

SAT with Essay 

• Schools should  plan for  approximately 5 hours of testing  including  

test day administrative activities, testing, and break times. 

-Does not include time for completing  the questionnaire portion 

or  score sends 

• The standard schedule includes testing room  doors closing at 8 

a.m. for  test day administrative activities and testing  beginning at 

8:30  a.m.  

-Schools may alter  the start time  by 30  minutes and therefore 

close testing  room  doors as early as 7:30 a.m. or  as late  as 

8:30  a.m., and they may start testing  any time  between 8:00 

a.m. and 9:00  a.m. 

-Schools must contact the Michigan Educator  Hotline (866-870-

3127) for  consideration and approval to start earlier or  later  

than  these  times.  The start time  applies to standard test takers 

as well as accommodated test takers in both the initial and 

makeup administrations. 

• Schools must complete testing  before  breaking  for  lunch. 
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• Testing MUST be done in the morning. Administration 

Timing 
• The schedule below does not include passing out multiple choice test 

booklets or other test day administrative activities. 

SAT with Essay 

SAT 

SAT with Essay - Standard 

Room 

(in minutes) 

Reading 65 

Break 10 

Writing and Language 35 

Math (no calculator) 25 

Break 5 

Math (with calculator) 55 

Break 2 

Book collection/ Essay distribution 15 

Essay 50 

Total (hours, minutes) 4 hours 22 minutes 
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Administration 

Timing 

PSAT 10 and PSAT 8/9 for Grades 8 

and 9 

• Plan for approximately 3 hours for PSAT 8/9 and 3½ hours for PSAT 10 to 

account for test day administrative activities, testing, and break times. 

• College Board will support morning or afternoon testing for PSAT-related 

assessments only. 

-Morning testing should begin early enough to complete before lunch. 

-No permission is necessary for afternoon testing. 

• The schedule below does not include passing out and collecting test 

booklets or other test day administrative activities. 

• 8th and 9th graders cannot test together in spring 2020. 

PSAT 
PSAT 10 

(in minutes) 

PSAT 8/9 

(in minutes) 

Reading 60 55 

Break 5 5 

Writing and Language 35 30 

Math (no calculator) 25 20 

Break 5 5 

Math (with calculator) 45 40 

Total Testing Time 2 hours 55 minutes 2 hours 35 minutes 
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Planning the 

Schedule on Test 

Days 

School schedules may require some adjustments 

• Lunch  Periods 

-Testing  cannot be  interrupted for lunch unless a student  is 

approved  for an  accommodation testing  over 2 days 

-Lunches must take place after testing  is complete  (unless PSAT  

is testing  in the  afternoon) 

-Students may eat snacks during  breaks 

• Bell Schedules 

-Bells must  be  silenced during  test administration 

• Public Address System Announcements 

-There should  be  no  PA  announcements during  test 

administration 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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Planning for Testing 

Rooms 

• The size of cohort testing and the size of rooms used for 

testing will determine number of rooms needed. 

• Options for rooms include: 

-Larger spaces, such as auditoriums and gymnasiums 

-Smaller spaces, such as classrooms 

• Location of testing rooms within the building 

-Separated from other classes/tests on different schedules or 

taking different assessments 

-Minimize noise and other disruptions when classes or other 

assessments break 

-Area where there will be minimal noise/distractions from 

outside the building 

-Access to restrooms 
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Seating and 

Furniture 

Requirements 

• Use chairs with backs. 

• Face seats in the same direction. 

• Place chairs directly behind those in the preceding row. 

• Separate each student by a minimum of 3 feet from right to left 

(measure from center of desks). 

• At tables, students must be seating at least 3 feet apart and facing 

the same direction. 

• Two students can be seated at a table that is at least 6 feet long. 

• Ensure unimpeded access to every student by staff. 

• Provide a large, smooth writing surface, preferably desks or tables. 

• Tablet-arm chairs must have a minimum writing surface of 12 x 15 

inches. 

• Study carrels, lapboards, language laboratory booths, and tables with 

partitions or dividers are not acceptable. 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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• Suggest creating testing room packets Distributing 

Materials 
-Use plastic tubs or boxes to organize materials for each testing 

room. 

-Include materials such as: 

Roster of students in the room 

Copy of the NAR if testing students with accommodations 

Pre-labeled answer sheets 

Test books (don’t open shrink wrap until the morning of test 

day) 

Extra pencils and calculators 

Copies of translated test directions for students that need 

them 

-See the Coordinator Manual for other suggestions 
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Agenda 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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Admitting Students • Decide whether you are going to have a central check-in or room 
check-in. 

•Central check-in: All students check into a central location 
such as the library and then get told which room to report for 
testing. 

•Room check-in:  Room assignments are posted for students 
prior to test day and students report to their assigned room the 
day of the test. 

• Determine how attendance will be taken in both situations. 

•Rosters will be created locally. 

•We recommend starting with a Master Student List of all 
students expected to test. 

•Then divide the Master Student List into individual room 
rosters. 

• During check-in, students are not required to supply a photo ID 
unless the student is unknown to the testing staff. 

•A photo ID form will be available for students that cannot or do 
not have a photo ID. 
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• If student arrives before the proctor begins timed portion of the Late Arrivals Room 

Plan for Students that Arrive Late 

test: 

•Student can be admitted into the regular testing room 

• If student arrives after the proctor begins timed portion of the test: 

•Student should be admitted into the designated late arrivals 

room. 

•Admittance to the late arrival rooms should not be allowed after 

regular testing rooms have begun their first break. 

• If schools do not have the space for a late arrivals room, plan to 

test these students on the makeup date. 
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Implementation Activities 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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• Designate an area for proctors to return all testing materials to the Collecting Materials 
test coordinator once testing is complete. 

• Ensure that all testing materials are accounted for and answer sheets 

are not placed in test books before dismissing the proctor. 

• Keep testing materials for each grade separated as you sort and 

prepare materials for return. 
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Implementation Activities 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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School Day 
COORDINATOR REPORT FORM (CRF) I SAT" fj§\§,¥1 
Must be returned with used answer sheets 

Print and fill in the appropriate bubbles on this form. Use a No. 2 penci l only. 
INOINKI For more information. please refer to the SAT• School Day Coordinator Manual . 

.. School and Coordinator Information 

School Name Coordinator Name 

Street Address Coonfinalor Email Address 

City State/Country Zip/Post.al Code Coordinator Phone Number 

Ill Admlnlstr•tlon Ill Date In Accommodated II School Code - Accommodations 
Date Window (If applicable) Answer Sheats 

Bubble in the test date Month o,, Year Are you submitting 
you're returning materials answer sheets for 
for (primary or makeup) <D <D <D <D <D <D students receiving 

0 Oct 16, 2019 OOct <D <D 0 2019 <D<D <D<D <D<D accommodations? 

0 Oct 30, 2019 0 Nov <D<D 0 2020 (%)(I) (I) (I) (I) (I) 0 No 
0 Mar 4,2020 0 Dec (I) (I) (I) (I) (I) (I) (I) (I) 0 Yes(Place 
0 Mar 25, 2020 O Jan (I) (I) © © © © @ © accommodated 
0 Apr 14. 2020 0 Feb © (I) (I) (I) (I) (I) (I) answer documents 

O Apr 28. 2020 OMar CD (1) (1) (I) (I) (I) (I) in the whi te 
Accommodated 

0 Ap, (I) (J)(J) (J) (J) (J) (J) Testing Envelope.) 
QMay (J) (I) (I) (I) (I) (I) (I) 
0 Jun (I) (I) (I) (1) (1) (I) (I) 

Im (ID 

(} CollegeBoard 

Important Form: 

Coordinator Report 

Form (CRF) 

• Purpose:  Lets the College Board know how many answer sheets 

you are returning for scoring. 

• CRFs will be returned separately for each grade (i.e. CRF for 

SAT with Essay, CRF for PSAT 10, CRF for PSAT 8/9 for 9th 

grade, CRF for PSAT 8/9 for 8th grade). 

• The coordinator is responsible for completing the CRF. 

• When testing has concluded, the test coordinator is required to 

count the number of answer sheets and record the number on the 

CRF. 

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

• You cannot make copies of this form.  Keep it in a safe place once 

it arrives. 
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Implementation Activities 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning 

Materials 

Ordering Makeup Materials 
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Packing Materials 
• Schools MUST return all SAT with  Essay, PSAT 10, and PSAT 

8/9 test  books this year. 

• Schools need to return answer documents and test books 

separately for each grade.  Examples: 

•Do NOT return SAT answer sheets in the same box with PSAT 

10 answer sheets. 

•Do NOT return PSAT 8/9 answer sheets for 8th grade in the 

same box as PSAT 8/9 for 9th grade. They must be treated as 

separate assessments this year. 

• There are detailed diagrams in the manuals to help assist you in 

packing boxes/envelopes. 

112 



 

    

  

 

 

    

   

 

.... 
RS 

., 
m ..... n, 

1111m1111 
169- 301-004 0042354766 ANS 

I I • 
IR 

11 1111■111111 1 
XXXX0015 

(} CollegeBoa:rd 

• Packing Answer Sheets Packing Materials 
-Answer sheet return bags/boxes will need both a colored 

Pearson label and a UPS label. 
Image of white box for returning answer 

-Each assessment will have a different color label. sheets 

UPS  

Label 

Pearson 

Label 

• If an irregularity occurs, pink labels will be provided to place on 

the outside of the answer sheet bag/box. 

• The use the pink IR labels is not required, but highly 

recommended for quicker processing of answer sheets that are 

involved in an irregularity. 
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Packing Materials 

Image of loose UPS label that needs to 

be affixed to outside of box 

TB Returns

• Packing 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 

• Follow  packing  and addressing instructions in the  manual. 

•Prepaid  shipping  labels, with the correct addresses for  each 

box, are included  with the test materials. 

•Errors in packing or shipping will lead to score delays for 

students. 
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HOW TO HANDLE TES,T MATERIALS AFTiER TES,TI G IS COMPLETE 

Test Materials 

CRF 

Used answer sheets conta.ining student 
responses to test questions 

Used answer sheets conta.ining student 
J<esponses to test questions (regllllar 
and large block) for stndents listed on 
theNAR 

Blank unused answer sheets 

Return 

Yes-in answer sheet 
return shipment 

Yes- in answer sheet 
return shipment 

Yes-in white, 
Accommodated Test ing 
Envelope in answer sheet 
J<eturn shipment 

Yes-in test book 11eturn 
shipment aft.er makeup 
testing is complete 

Keep Copies for 
Your Records 

Yes 

No 

No 

No 

Destroy 

No 

No 

No 

No 

The Coordinator Manual will have a chart on what to return, what to 
Returning  Materials 

for SAT  with Essay 
keep, and what to destroy. 

When Testing on April 14 is Complete 

Keep extra answer sheets, pre-ID labels, 

and manuals 

Use these for the makeup date 

Keep blue or green test books These can be used for the 

accommodated window testing; return 

when testing is complete 

Return ALL purple test books You will get new ones for the makeup 

date 
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Returning Materials 

for PSAT 10 and 

PSAT 8/9 

Important Notes for the PSAT 10 and PSAT 8/9 

Keep extra answer sheets, pre-ID 

labels, and manuals 

Use these for the makeup date(s) 

Keep test books Use these for the accommodated 

window or the makeup dates; 

return them as described in the 

PSAT 8/9 or PSAT 10 

Coordinator Manual 
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Returning Materials • UPS pickups will not be pre-arranged. 

• Directions will be  provided  for coordinators to schedule  pickups with 
UPS. 

-If  UPS regularly  stops by at  your school, give materials to the  
driver during those stops. 

• Coordinators will need  the tracking  numbers on the return labels to 
schedule  the pickups and not be  charged. 

• More information will be available  in  the manuals, webinars, and 
Spotlight closer to test day. 

IMPORTANT: When returning answer sheets and test books, write 
down or take a picture  of the tracking  numbers of these shipments so 
you  can  verify  their receipt. 

• All answer sheets must be  shipped  by  May  1, 2020. 

-Answer sheets will  not be scored if shipped after this date. 
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Implementation Activities 

1 2 3 

Before Testing 

Establishing School to Test 

Pre-ID Students 

Training & Determining Staff Needs 

Accommodations & Supports 

Organizing Materials 

During Testing 

Prepare Your Schedule 

Prepare Testing Rooms 

Distributing Materials 

Admitting Students 

After Testing 

Collecting Materials 

Important Form: CRF 

Packing and Returning Materials 

Ordering Makeup Materials 
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Ordering Makeup 

Materials 

SAT with Essay 

• Students, not testing in the accommodated window, who miss the 

initial test date will test on April 28, 2020. 

• Coordinator will receive an email a day or two before test day with 

a link to a survey to request makeup materials. 

PSAT 10 and PSAT 8/9 

• Schools may flexibly test students who miss the initial test 

date between April 15-21, 2020 or April 28-29, 2020. 

• Coordinator will receive an email a day or two before test day 

with a link to a survey to request additional makeup materials, 

if needed.  It is not necessary to request additional materials if 

you have enough onsite. 
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Score Release 
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Answer Document 

Verification Window 

• MDE’s answer document verification process in the Secure Site 

provides a way for schools to verify that all answer documents 

have been received and processed by College Board. 

-Also gives districts and schools the ability to submit a reason 

why a student did not complete one or more of the required 

tests or content areas. This information is reviewed for a 

possible accountability exemption and is also included in 

required federal reporting. 

• Once this review period is over, no additional issues will be 

accepted. 

• This window will likely be available at the end of May. 

• Look for more information in Spotlight this spring. 
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• Student scores will likely be released to their College Board accounts in 

Score Release May 2020. 

• Scores will be released to educators via the College Board K-12 score 

reporting portal based on school verification and appeals made during the 
TENTATIVE 

Answer Document Verification window on the Secure Site. 

-This will likely occur in mid-to-late June 2020. 

-No changes can be made for students in the K–12 score reporting 

portal once the Answer Document Verification window activities are 

complete. 

• PSAT 10 and PSAT 8/9 will no longer be disclosed forms.  

-Questions and answer choices will not be available in the reporting 

portal for PSAT 10 or PSAT 8/9. 

-Additional resources are in development to provide educators with 

detailed information about sample test questions and is expected to be 

available this spring. 

-Questions and answer choices will still be available for SAT with Essay. 
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• Throughout the 2019-20 school year, there will be a number of 
The College Board and 

MDE are here  to 

support you. 

ways the College Board and MDE will support you, including: 

•Weekly updates in Spotlight. 

•Webinars 

• Registration links will be available in Spotlight.  Recorded 

versions will be posted shortly after webinar occurs. 

•MDE has a number of resources available throughout the year for 

all assessments. 

Resource Type Date Note 

Implementation 

Handbook 

PDF October 2019 Reviews key activities to prepare your school for testing.  

Available now at www.Michigan.gov/mme and 

www.Michigan.gov/psat 

Accommodations & 

Supports 

Webinar 12/5/19 Detailed information about the process and policies for 

accommodations & supports. Link to register is available in 

Spotlight. 

Accommodations & 

Supports 

Handbook December 

2019 

Detailed information about the process and policies for all 

College Board accommodations & supports 

Testing Tips Webinar 3/25/20 Last minute reminders and helpful hints for a successful test 

day 

Online Training On-Demand Modules February 2020 Required training 

http://www.michigan.gov/mme
http://www.michigan.gov/psat
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• MDE Websites Thank You! 

Resources 

www.michigan.gov/mme for MME and SAT with Essay information 

www.michigan.gov/psat for PSAT 10 and PSAT 8/9 information 

• Michigan Educator Hotline 

(866) 870-3127 or email 

michiganadministratorsupport@collegeboard.org 

Contact the Michigan Field Team 

Jason Feig jfeig@collegeboard.org 

Kari Anama kanama@collegeboard.org 

Ted Gardella tgardella@collegeboard.org 

• Weekly Spotlight 

Look for information about upcoming webinars 
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	•
	•
	•
	•
	•
	Unless absent, students are expected to test on the initial 
	test day.
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	•
	•
	Initial test day is: 
	April 14, 2020


	•
	•
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	Schools can flexibly schedule students who miss the 
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	•
	•
	•
	•
	•
	Unless absent, students taking the PSAT 10 or PSAT 8/9 
	for 9
	th
	grade are expected to test on the initial test day.


	•
	•
	•
	•
	Initial test day is: 
	April 14, 15, or 16, 2020


	•
	•
	•
	Schools can choose which date works best for them.


	•
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	•
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	12
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	•
	•
	•
	•
	•
	Test Coordinator
	: Responsible for all aspects of the administration 
	at the school


	•
	•
	•
	Backup Test Coordinator: 
	Responsible for the
	administration if the 
	test coordinator is not available


	•
	•
	•
	SSD Coordinator
	: Responsible for requesting accommodations for 
	students with disabilities and supports for English learners


	•
	•
	•
	Proctor: 
	The test administrator in a testing room


	•
	•
	•
	Room Monitor
	: Assists the proctor with monitoring students in the 
	testing room


	•
	•
	•
	Hall Monitor
	: Monitoring the hallways on test day and provides 
	breaks to other test staff
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	Roles and 
	Roles and 
	Responsibilities of 
	Testing Staff
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	The 
	The 
	The 
	test coordinator 
	is responsible for all aspects of the administration 
	at a school, including:

	•
	•
	•
	•
	•
	•
	Preparation activities such as


	•
	•
	•
	•
	Planning rooms and identifying staff to serve as 
	proctors, 
	room monitors, 
	and 
	hall monitors 
	for test day 


	•
	•
	•
	Receiving and securing test materials



	•
	•
	•
	Activities on test day as


	•
	•
	•
	•
	Distribution of materials


	•
	•
	•
	Monitoring of all test day activities and staff


	•
	•
	•
	Packaging and returning test materials


	•
	•
	•
	Completing necessary forms






	•
	•
	•
	•
	•
	•
	Test coordinator may choose to enlist the aid of others at the 
	school to help with test day planning and set
	-
	up.


	•
	•
	•
	•
	The test coordinator will remain the main contact and 
	receive communications from the College Board.


	•
	•
	•
	The test coordinator should coordinate with the SSD 
	coordinator to ensure that students with disabilities and 
	English learners are appropriately planned for.
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	The 
	The 
	The 
	Services for Students with Disabilities (SSD) Coordinator 
	is 
	responsible for:

	•
	•
	•
	•
	•
	Being the school’s liaison with the College Board’s Services for 
	Students with Disabilities office.


	•
	•
	•
	Submitting accommodation requests and planning for English 
	learner supports for all students who request them at his/her 
	school.


	•
	•
	•
	Printing the roster of students approved for accommodations 
	(Nonstandard Administration Report 
	–
	NAR).



	•
	•
	•
	Schools may have more than one SSD Coordinator; however, one 
	person will be identified as a primary SSD coordinator who will 
	receive communications from College Board.


	•
	•
	•
	•
	If a school has multiple SSD coordinators, the primary SSD 
	coordinator should share any communications with other SSD 
	coordinators.


	•
	•
	•
	The SSD coordinator and test coordinator should also 
	collaborate with the district English learner (EL) coordinator to 
	help plan for testing students with EL supports.
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	The 
	The 
	The 
	proctor(s) 
	is responsible for:

	•
	•
	•
	•
	•
	Managing all activities that happen in the testing room


	•
	•
	•
	Conducting the test and monitor test
	-
	takers to ensure a fair 
	administration 


	•
	•
	•
	Each room requires one proctor





	Roles and 
	Roles and 
	Roles and 
	Responsibilities of 
	Testing Staff


	Proctor
	Proctor
	Proctor


	Figure
	Span
	We will discuss how 
	We will discuss how 
	We will discuss how 
	many staff 
	members you will 
	need for testing in 
	upcoming slides.
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	The 
	The 
	The 
	room monitor(s) and hall monitor(s)
	are responsible for assisting 
	the test coordinator and proctor.

	•
	•
	•
	•
	Room monitors help set up the testing area and monitor testing.


	•
	•
	•
	Hall monitors patrol the hallways during testing to make sure the 
	testing area remains quiet and secure. 
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	•
	•
	•
	•
	•
	Staff 
	with children
	Span
	cannot have access to any test materials for 
	the same assessment(s) the child is taking before test day:


	-
	-
	-
	-
	If a staff member’s child will be taking the SAT, he/she cannot 
	have access to testing materials before test day for the SAT no 
	matter if the child lives with the staff member or not.


	-
	-
	-
	He/she may access testing materials prior to test day for PSAT 10 
	or PSAT 8/9.



	•
	•
	•
	Staff with students 
	who reside in the same household
	Span
	cannot 
	have access to any test materials for the same assessment(s) the 
	child is taking before test day.


	-
	-
	-
	-
	If a staff member’s niece will be taking the SAT and the niece does 
	not live in the same house with the staff member, he/she can have 
	access to testing materials before test day for the SAT.



	•
	•
	•
	Proctors may not administer the test to any member of his/her family.


	•
	•
	•
	It is possible for test day staff to serve multiple roles in a small school.


	•
	•
	•
	Additional flexibility may be available to small schools, if 
	needed.
	Call the Michigan Educator Hotline for guidance.
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	•
	•
	•
	•
	•
	Seating distance is now 3 feet from center of desk instead of 4 feet; 2 
	students can be seated at tables at least 6 feet long.


	•
	•
	•
	Room monitor
	-
	to
	-
	student ratios have changed from 1 to every 10 students 
	to 1 to every 20 students in accommodated rooms.


	•
	•
	•
	Test coordinators will be able to schedule their own UPS pickups.


	•
	•
	•
	MP3 audio content is now available to download from SSD Online rather 
	than needing a physical flash drive shipped.


	•
	•
	•
	Answer sheets now allow for more diverse gender identification.


	•
	•
	•
	Labels will be available to place on the outside of answer sheet 
	bags/boxes associated with an irregularity for faster processing time.


	•
	•
	•
	Student Guides for PSAT 8/9 will be printed and provided for each 8
	th
	and 
	9
	th
	grader.


	•
	•
	•
	One coordinator training will be provided for all 3 assessments.


	•
	•
	•
	Parents should provide consent for students to complete the optional 
	questionnaire for SAT with Essay and PSAT 10.


	•
	•
	•
	Translated test directions will be available in French


	•
	•
	•
	8th and 9
	th
	graders must be tested separately this year.


	•
	•
	•
	All test books must be returned this year.




	Updates and New 
	Updates and New 
	Updates and New 
	Items for 2020


	Will cover each item in detail as 
	Will cover each item in detail as 
	Will cover each item in detail as 
	applicable during today’s presentation.


	Figure

	19
	19
	19
	19


	Implementation Activities
	Implementation Activities
	Implementation Activities


	Figure
	Span
	Before Testing
	Before Testing
	Before Testing

	Establishing School to Test
	Establishing School to Test

	Pre
	Pre
	-
	ID Students

	Training & Determining Staff Needs
	Training & Determining Staff Needs

	Accommodations & Supports
	Accommodations & Supports

	Organizing Materials
	Organizing Materials
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	During Testing
	During Testing
	During Testing

	Prepare Your Schedule
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	Prepare Testing Rooms
	Prepare Testing Rooms

	Distributing Materials
	Distributing Materials

	Admitting Students
	Admitting Students
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	After Testing
	After Testing

	Collecting Materials
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	Important Form: CRF
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	Packing and Returning Materials
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	•
	•
	•
	•
	•
	Educational Entity Master (EEM) is the repository of entity and 
	contact information for educational systems in Michigan.


	•
	•
	•
	College Board will use the data in EEM to identify:


	•
	•
	•
	•
	Contact information for testing staff (email addresses listed are 
	used to send emails)


	•
	•
	•
	Address to send testing materials



	•
	•
	•
	Review and update the testing staff in the EEM 
	Span
	at a building 
	level
	Span
	as soon as possible.


	•
	•
	•
	•
	If there is more than one person listed for a role, College Board 
	will use the 
	most recent
	Span
	.


	•
	•
	•
	If the information listed is correct, no action is needed.  


	•
	•
	•
	If the information is incorrect, EEM should be updated by the 
	district authorized user. 



	•
	•
	•
	Anytime the identified staff changes during the school year, EEM 
	should be updated to reflect the changes.


	•
	•
	•
	•
	College Board receives the updates 7
	-
	10 days after making the 
	change.
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	Identify or update in EEM at the 
	Identify or update in EEM at the 
	Identify or update in EEM at the 
	building level
	Span
	as necessary:

	•
	•
	•
	•
	Test Coordinators


	-
	-
	-
	-
	SAT Test Coordinator


	-
	-
	-
	PSAT Grade 10 Test Coordinator


	-
	-
	-
	PSAT Grade 9 Test Coordinator


	-
	-
	-
	PSAT Grade 8 Test Coordinator




	•
	•
	•
	•
	Backup Test Coordinators


	-
	-
	-
	-
	SAT Backup Test Coordinator


	-
	-
	-
	PSAT Grade 9/10 Backup Test Coordinator


	-
	-
	-
	PSAT Grade 8 Backup Test Coordinator



	•
	•
	•
	Services for Students with Disabilities Coordinators


	-
	-
	-
	-
	SAT Services for Students with Disabilities Coordinator


	-
	-
	-
	PSAT Grade 9/10 Services for Students with Disabilities 
	Coordinator


	-
	-
	-
	PSAT Grade 8 Services for Students with Disabilities Coordinator





	EEM for Testing 
	EEM for Testing 
	EEM for Testing 
	Staff


	Update, if required, the roles in EEM at 
	Update, if required, the roles in EEM at 
	Update, if required, the roles in EEM at 
	the building level as soon as changes 
	occur.  

	If EEM information is not accurate, 
	If EEM information is not accurate, 
	you will
	NOT
	receive critical testing 
	communications.
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	•
	•
	•
	•
	•
	To view school and contact information that will be provided to 
	College Board, go to: 
	https://cepi.state.mi.us/eem/
	https://cepi.state.mi.us/eem/
	Span



	•
	•
	•
	Search for your school in the EEM
	-
	Search window


	•
	•
	•
	Click the link for your school.




	EEM
	EEM
	EEM


	Educational Entity Master
	Educational Entity Master
	Educational Entity Master


	Figure
	Figure
	Figure
	Figure
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	Figure
	District Authorized 
	District Authorized 
	District Authorized 
	User


	To send a message to the district 
	To send a message to the district 
	To send a message to the district 
	authorized user:

	•
	•
	•
	•
	Click on school name in EEM


	•
	•
	•
	Click “Contact Authorized User
	”



	--
	--
	OR 
	--

	•
	•
	•
	•
	Use the 
	District and School Contact 
	Page
	, under the 
	Assessment 
	Registration 
	tab, of the 
	Span
	OEAA Secure 
	Site
	Span
	to retrieve the name and contact 
	information for your district authorized 
	user.
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	Figure
	•
	•
	•
	•
	•
	Scroll to the bottom of the page


	•
	•
	•
	Click “Details” next to the name to confirm email and 
	address




	Figure
	Confirm Email and 
	Confirm Email and 
	Confirm Email and 
	Address in EEM
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	Where 
	Where 
	Where 
	emails will be 
	sent
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	Span
	Nonpublic schools should contact 
	Nonpublic schools should contact 
	Nonpublic schools should contact 
	nonpublicschools@michigan.gov
	nonpublicschools@michigan.gov
	Span

	or
	517
	-
	241
	-
	5384
	to update EEM.
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	Where test materials will 
	Where test materials will 
	Where test materials will 
	be sent 
	–
	must be the 
	school address
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	•
	•
	•
	•
	•
	All schools need a valid Attending Institution (AI) Code to administer 
	College Board assessments.


	-
	-
	-
	-
	Will also be referred to as school code (different than Michigan
	-
	assigned building code)


	-
	-
	-
	Six digits, usually starting with 23


	-
	-
	-
	Purpose: Connects student data to a 
	particular school



	•
	•
	•
	To confirm your AI code:


	-
	-
	-
	-
	Can be looked up online: 
	Link
	Span
	https://collegereadiness.collegeboard.org/k
	-
	12
	-
	school
	-
	code
	-
	search



	-
	-
	-
	Once establishment activities are complete this winter, AI codes 
	will also be included in the Test Center Participation page of the 
	Secure Site.


	-
	-
	-
	Coordinators will receive email confirmation of the AI Code in 
	December/January.




	There are two general routes for establishment:
	There are two general routes for establishment:

	•
	•
	•
	•
	Public School Process


	•
	•
	•
	Nonpublic School Process




	Establishment 
	Establishment 
	Establishment 
	Process


	How College Board knows which 
	How College Board knows which 
	How College Board knows which 
	schools are administering PSAT
	-
	related assessments or SAT with 
	Essay
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	•
	•
	•
	•
	•
	Must indicate intent to participate 
	every year for each assessment.
	Span


	•
	•
	•
	If you choose to administer the SAT, you must administer all parts of 
	the MME (ACT 
	WorkKeys
	and M
	-
	STEP). 


	•
	•
	•
	If you choose to administer the PSAT
	-
	related assessments, you must 
	administer the M
	-
	STEP. 


	•
	•
	•
	Roles should be identified or reviewed in EEM as soon as possible.


	-
	-
	-
	-
	If you need to make updates, contact 
	nonpublicschools@michigan.gov
	nonpublicschools@michigan.gov
	Span




	•
	•
	•
	Using the contact information provided by MDE, College 
	Board sent 
	an email to all nonpublic schools requesting confirmation of their 
	intent to participate in MME the week of October 21.


	-
	-
	-
	-
	To confirm, call (866) 870
	-
	3127 (select Option 1) or email 
	michiganadministratorsupport@collegeboard.org
	michiganadministratorsupport@collegeboard.org
	Span



	-
	-
	-
	Provide your state
	-
	assigned district and building codes, and the 
	name of your school.


	-
	-
	-
	Must respond by 
	11/29/19
	or your school may not be able to 
	administer the assessments.





	Establishment 
	Establishment 
	Establishment 
	Process


	nonpublic Schools
	nonpublic Schools
	nonpublic Schools


	Nonpublic Schools
	Nonpublic Schools
	Nonpublic Schools
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	•
	•
	•
	•
	•
	MDE and College Board have determined rules in which some 
	schools are automatically established to participate for an 
	assessment.


	-
	-
	-
	-
	If a school has been automatically established and plans to 
	administer the assessment, no action is needed.


	-
	-
	-
	If a school does not meet the 
	autoestablish
	rules for a 
	particular 
	assessment
	, the school will need to indicate their intent to 
	participate for that assessment.


	-
	-
	-
	If a school has been automatically established and does not plan 
	to administer the assessment, contact College Board immediately.




	Things to Consider
	Things to Consider
	:

	•
	•
	•
	•
	The 
	autoestablishment
	rules this year are different than last.


	•
	•
	•
	Center programs and technical education programs may not be 
	automatically established based on this year’s rules.


	-
	-
	-
	-
	Contact College Board immediately to be unestablished from 
	testing, if necessary.





	Establishment 
	Establishment 
	Establishment 
	Process


	Public Schools
	Public Schools
	Public Schools
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	•
	•
	•
	•
	•
	Schools will be automatically established to administer PSAT 8/9 for 
	8
	th
	grade if:


	-
	-
	-
	-
	The “actual grade” listed in EEM is 8 
	AND
	Span


	-
	-
	-
	Your school tested at least 5 students the last 2 years (M
	-
	STEP in 
	2018 and PSAT 8/9 for 8
	th
	grade in 2019).




	OR
	OR

	-
	-
	-
	-
	-
	The “actual grade” listed in EEM is 8 
	AND
	Span


	-
	-
	-
	Your school is new in 2019
	-
	2020





	PSAT 8/9 for Grade 
	PSAT 8/9 for Grade 
	PSAT 8/9 for Grade 
	8 Establishment


	Public Schools
	Public Schools
	Public Schools
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	•
	•
	•
	•
	•
	Schools will be automatically established to administer PSAT 8/9 for 
	9
	th
	grade if:


	-
	-
	-
	-
	The “actual grade” listed in EEM is 9 
	AND
	Span


	-
	-
	-
	Your school tested at least 5 students the last 2 years (PSAT 8/9 
	for 9
	th
	grade).




	OR
	OR

	-
	-
	-
	-
	-
	The “actual grade” listed in EEM is 9 
	AND
	Span


	-
	-
	-
	Your school is new in 2019
	-
	2020





	PSAT 8/9 for Grade 
	PSAT 8/9 for Grade 
	PSAT 8/9 for Grade 
	9 Establishment


	Public Schools
	Public Schools
	Public Schools
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	•
	•
	•
	•
	•
	Schools will be automatically established to administer PSAT 10 if:


	-
	-
	-
	-
	The “actual grade” listed in EEM is 10 
	AND
	Span


	-
	-
	-
	Your school tested at least 5 students the last 2 years (PSAT 10).




	OR
	OR

	-
	-
	-
	-
	-
	The “actual grade” listed in EEM is 10 
	AND
	Span


	-
	-
	-
	Your school is new in 2019
	-
	2020





	PSAT 10 
	PSAT 10 
	PSAT 10 
	Establishment


	Public Schools
	Public Schools
	Public Schools
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	•
	•
	•
	•
	•
	Schools will be automatically established to administer SAT with 
	Essay if:


	-
	-
	-
	-
	The “actual grade” listed in EEM is 11 
	AND
	Span


	-
	-
	-
	Your school tested at least 5 students the last 2 years (SAT).




	OR
	OR

	-
	-
	-
	-
	-
	The “actual grade” listed in EEM is 11 
	AND
	Span


	-
	-
	-
	Your school is new in 2019
	-
	2020





	SAT with Essay
	SAT with Essay
	SAT with Essay


	Public Schools
	Public Schools
	Public Schools
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	•
	•
	•
	•
	•
	District assessment coordinators, principals, and test coordinators 
	received an “intent to participate” email the week of October 21 if a 
	school was not automatically established (all nonpublic schools and 
	certain public schools that did not meet the 
	autoestablishment
	rules 
	previously discussed).


	•
	•
	•
	IMPORTANT:
	Respond to the “intent to participate” communication.


	-
	-
	-
	-
	If schools do not respond by November 29, 2019,
	they will not 
	be able to administer the assessments.



	•
	•
	•
	MDE has a Test Center Participation Page in the Secure Site where 
	schools can verify the assessments they are established for.


	-
	-
	-
	-
	Establishment occurs on a rolling basis.
	Establishment is 
	underway and will be updated in the Secure Site as new 
	establishment activities occur.


	-
	-
	-
	Allow for potential updates.


	
	
	
	
	Contact the Michigan Educator Hotline at 866
	-
	870
	-
	3127 if 
	establishment information is not correct by December 20, 
	2019.






	Intent to Participate 
	Intent to Participate 
	Intent to Participate 
	Outreach
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	•
	•
	•
	•
	•
	Most schools participating in the Spring 2020 Michigan
	-
	provided 
	assessments will use their schools as the test location.


	-
	-
	-
	-
	However, if you need more space 
	–
	or if, for example, your 
	school is a virtual school, you can request an off
	-
	site testing 
	location.



	•
	•
	•
	Additional details will be shared via Spotlight this fall.


	-
	-
	-
	-
	Request form will be a Google form that can be edited after 
	submission.
	Go to:
	www.sat.org/offsiterequest
	www.sat.org/offsiterequest
	Span

	for both SAT and 
	PSAT requests.


	-
	-
	-
	An email confirmation of submission will contain a link to edit the 
	form.



	•
	•
	•
	To request an offsite location, a request and test plan must be 
	submitted by 
	12/20/19
	.


	•
	•
	•
	College Board will then provide a confirmation of approval to the 
	coordinator after the plan has been reviewed.


	•
	•
	•
	Requests for off
	-
	sites testing for College Board assessments must 
	be done separately than off
	-
	site testing requests for M
	-
	STEP or 
	ACT 
	WorkKeys
	.




	Off
	Off
	Off
	-
	Site Testing
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	During Testing
	During Testing
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	After Testing
	After Testing
	After Testing
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	•
	•
	•
	•
	•
	Do 
	NOT
	place orders directly in the College Board Test 
	Ordering System for the Michigan
	-
	provided SAT with Essay, 
	PSAT 10, or PSAT 8/9 for grades 8 and 9 in April.


	•
	•
	•
	College Board will determine your initial material order for 
	the Michigan
	-
	provided assessments based on:


	-
	-
	-
	-
	The number of students pre
	-
	ID’d
	to test in the Secure Site


	-
	-
	-
	The number of students approved for accommodations via 
	College Board’s SSD Online System.



	•
	•
	•
	If students are not pre
	-
	ID’d
	by
	2/12/20
	,
	you may not receive 
	enough test materials and labels for test day.




	Pre
	Pre
	Pre
	-
	ID in Secure 
	Site
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	•
	•
	•
	•
	•
	MDE will open the pre
	-
	ID window in Secure Site on 
	January 8, 2020
	.


	•
	•
	•
	Students will automatically be pre
	-
	ID’d
	based on fall count 
	day enrollment.


	•
	•
	•
	•
	•
	Only for public schools


	•
	•
	•
	Students who are eligible to test, but not required, will 
	not be pre
	-
	identified.





	•
	•
	•
	•
	Action required in January:


	-
	-
	-
	-
	Login to Secure Site


	-
	-
	-
	Update the 
	Pre
	-
	ID Student Report 
	by unassigning 
	students who will not test and assigning new students



	•
	•
	•
	All updates must be complete by 
	2/12/20
	in order to 
	receive pre
	-
	printed labels.




	Pre
	Pre
	Pre
	-
	ID in Secure 
	Site
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	You will receive 
	You will receive 
	You will receive 
	materials based 
	on the number of 
	students pre
	-
	ID’d
	in Secure Site 
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	•
	•
	•
	•
	•
	Labels and answer sheets will be shipped to schools for all 
	students who were pre
	-
	ID’d
	by 
	2/12/20
	.


	-
	-
	-
	-
	Schools will receive a printed pre
	-
	ID label for each pre
	-
	ID’d
	student to be affixed to the answer sheet.


	-
	-
	-
	For any students pre
	-
	ID’d
	after the deadline, schools 
	must
	Span
	generate a label locally for the student from Secure Site.



	•
	•
	•
	College Board will ship a small overage of test materials to account 
	for newly enrolled test takers, typically students who are last 
	minute transfers into the school, etc.


	•
	•
	•
	Span
	All answer sheets MUST have a pre
	-
	ID label in order to be 
	Span
	processed.
	Missing or incorrect labels will delay scoring or 
	make scoring not possible.
	Span
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	•
	•
	•
	•
	•
	All testing staff are required to be trained.


	•
	•
	•
	Training for test coordinators:


	-
	-
	-
	-
	MDE requires test coordinators take online training every year.


	-
	-
	-
	There will be one Michigan training module that covers the SAT with 
	Essay, PSAT 10, and PSAT 8/9.


	-
	-
	-
	Coordinators will receive an email with a link to access the online training.


	-
	-
	-
	Approximately 45
	-
	60 minutes to complete, broken up into modules



	•
	•
	•
	Test coordinators are required to train other staff in some way.


	-
	-
	-
	-
	Training proctors


	•
	•
	•
	•
	Option 1
	Span
	:  Forward the training email


	-
	-
	-
	-
	There is a module specifically for proctors and administering the test


	-
	-
	-
	Approximately 20
	-
	30 minutes to complete



	•
	•
	•
	Option 2
	Span
	:  Provide training in staff meeting or other way that works for 
	your school



	-
	-
	-
	Training hall and room monitors


	•
	•
	•
	•
	Training PowerPoint will be available for coordinators to show to monitors



	-
	-
	-
	Training SSD coordinators


	•
	•
	•
	•
	Can either take the test coordinator training or the proctor training, 
	depending on his/her test day role.






	Test Day Training
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	•
	•
	•
	•
	•
	College Board will provide a Michigan
	-
	specific manual for SAT with 
	Essay, PSAT 10, and PSAT 8/9.


	-
	-
	-
	-
	Schools can use the same PSAT 8/9 manual for 8
	th
	and 9
	th
	grades.



	•
	•
	•
	The SAT manuals provide specialized information to each type of test 
	day staff.


	-
	-
	-
	-
	Coordinator’s Manual


	
	
	
	
	Includes information about the test day set
	-
	up, 
	preadministration
	session, forms, and return of standard and 
	nonstandard materials 



	-
	-
	-
	Standard Testing Manual


	
	
	
	
	Includes all test day scripts and information needed by 
	proctors using standard timing



	-
	-
	-
	Accommodated Testing Manual


	
	
	
	
	Includes test day scripts for proctors in accommodated rooms




	•
	•
	•
	The PSAT 10 and PSAT 8/9 manuals include information for the 
	coordinator 
	AND
	Span
	scripts for proctors.
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	Testing Manuals
	Testing Manuals


	Figure
	Span
	Coordinators must 
	Coordinators must 
	Coordinators must 
	read the manuals 
	prior to test day.

	Proctors should 
	Proctors should 
	review the scripts 
	prior to test day.
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	•
	•
	•
	•
	•
	The staffing needed for test day depends upon the size of the 
	cohort testing, the number of testing rooms, and the number of 
	students in each room.


	•
	•
	•
	Besides the
	policies regarding familial relationships, there are 
	additional guidelines to consider:


	-
	-
	-
	-
	Per MDE guidelines, test day staff should be licensed teachers 
	or licensed education administrators employed by the 
	district.
	If not available, then test day staff may be:


	
	
	
	
	Paraprofessionals or non
	-
	licensed administrative 
	personnel employed by the district 
	-
	or
	-


	
	
	
	Licensed substitute teachers employed by the district for 
	the purpose of administering the test.



	-
	-
	-
	Per College Board guidelines, test day staff cannot


	
	
	
	
	be employed by an outside test
	-
	prep company.


	
	
	
	have taken the SAT within 180 days of the administration 
	date.
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	Planning for Staffing 
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	•
	•
	•
	•
	•
	Once you determine the rooms you’re using for testing and the 
	number of students in each room, you can determine how many 
	staff you need.


	•
	•
	•
	Every testing room needs 1 proctor.


	•
	•
	•
	For rooms with more than 34 students, assign additional room 
	monitors to help.


	•
	•
	•
	The ratio for room monitors in accommodated testing rooms has 
	been changed to 1 for more than 20 students (rather than 1 for 
	more than 10 students).
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	•
	•
	•
	•
	•
	All accommodations for the Michigan
	-
	provided assessments in spring 
	(PSAT 8/9 for 8
	th
	and 9
	th
	grades, PSAT 10, and SAT with Essay) 
	must
	Span
	have prior approval and be requested through the College 
	Board Services for Students with Disabilities (SSD) Online system.


	-
	-
	-
	-
	If your school provides for a fall administration of the PSAT 8/9 for 
	8
	th
	or 9
	th
	grade students (not provided for by the state), approval in 
	SSD online is not required, but suggested if your students require 
	accommodations.



	•
	•
	•
	Most requests are approved automatically within a few
	days and 
	require no submission of documentation.


	•
	•
	•
	There are some requests that will require that
	documentation be 
	submitted and could take up to 7
	weeks for review.


	•
	•
	•
	Schools should designate an SSD coordinator that has access to 
	SSD Online and submits requests on behalf of students.


	-
	-
	-
	-
	Schools can have multiple SSD coordinators to submit requests





	Requesting 
	Requesting 
	Requesting 
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	•
	•
	•
	•
	•
	•
	The vast majority of
	students who are approved for and are using 
	testing accommodations at their school through a current IEP or 
	504 plan will have those same accommodations 
	Span
	automatically 
	approved
	Span
	for taking the SAT with Essay, PSAT
	10, and PSAT 8/9.



	•
	•
	•
	Most requests will be processed through school verification 
	allowing the SSD Coordinator to provide the answers to the 
	following when submitting most requests for students:


	-
	-
	-
	-
	Is the requested accommodation(s) in the student's plan?


	-
	-
	-
	Is the student consistently using this accommodation for school 
	tests?
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	There are two categories of accommodations:
	There are two categories of accommodations:
	There are two categories of accommodations:

	•
	•
	•
	•
	College Board
	-
	approved accommodations


	•
	•
	•
	•
	Require preapproval


	•
	•
	•
	Result in college and scholarship reportable scores


	•
	•
	•
	Used for students with diagnosed disabilities documented in a 
	504 or IEP


	•
	•
	•
	Window to apply:  
	Now to 2/24/20



	•
	•
	•
	State
	-
	allowed accommodations


	•
	•
	•
	•
	Require preapproval


	•
	•
	•
	Are automatically approved and require no documentation


	•
	•
	•
	Do NOT result in college and scholarship reportable scores


	•
	•
	•
	Must be applied for every year


	•
	•
	•
	Window to apply:  
	1/14/20 to 2/24/20
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	Process Flows in 
	Process Flows in 
	Process Flows in 
	SSD Online


	There are 2 processes in which accommodation 
	There are 2 processes in which accommodation 
	There are 2 processes in which accommodation 
	requests can flow within the Services for 
	Students with Disabilities (SSD) Online 
	system:
	State
	-
	allowed or College Board 
	approved.

	•
	•
	•
	•
	Main difference between the two processes:
	Once 
	approved, students remain approved for 
	accommodations through the College Board
	-
	approved 
	process whereas the state
	-
	allowed process is only 
	good for the current year Michigan
	-
	provided 
	administration
	.


	•
	•
	•
	Both processes are acceptable; however, applying for 
	state
	-
	allowed accommodations is recommended by 
	MDE for 8th grade.




	Diagram
	Figure
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	SSD coordinator requests 
	SSD coordinator requests 
	SSD coordinator requests 
	access to SSD Online 
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	SSD coordinator receives 
	SSD coordinator receives 
	SSD coordinator receives 
	and uses access code to 
	gain access to SSD Online
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	SSD coordinator submits 
	SSD coordinator submits 
	SSD coordinator submits 
	accommodation requests 
	on behalf of student
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	Flow through “College 
	Board approved” process
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	Flow through “State
	Flow through “State
	-
	Allowed” process
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	Process:
	Process:
	Process:
	Process:
	Process:
	Process:

	State
	State
	-
	Allowed



	Process:
	Process:
	Process:
	Process:

	College Board Approved
	College Board Approved




	Automatically approved
	Automatically approved
	Automatically approved
	Automatically approved
	Automatically approved



	Approvals
	Approvals
	Approvals
	Approvals



	Most requests will be school
	Most requests will be school
	Most requests will be school
	Most requests will be school
	-
	verified and automatically 
	approved within a few days.




	Only valid for one year and are only 
	Only valid for one year and are only 
	Only valid for one year and are only 
	Only valid for one year and are only 
	Only valid for one year and are only 
	used for state assessments.



	Length of Use
	Length of Use
	Length of Use
	Length of Use



	Remains valid until IEP or 504 
	Remains valid until IEP or 504 
	Remains valid until IEP or 504 
	Remains valid until IEP or 504 
	changes and can be used for 
	other College Board assessments.




	None
	None
	None
	None
	None



	Documentation 
	Documentation 
	Documentation 
	Documentation 
	Required



	For some requests, yes.
	For some requests, yes.
	For some requests, yes.
	For some requests, yes.
	If 
	documentation is required, 
	approvals could take up to 7 
	weeks.




	Students, schools, and MDE
	Students, schools, and MDE
	Students, schools, and MDE
	Students, schools, and MDE
	Students, schools, and MDE



	Who Receives 
	Who Receives 
	Who Receives 
	Who Receives 
	Scores?



	Students, schools, and MDE
	Students, schools, and MDE
	Students, schools, and MDE
	Students, schools, and MDE




	January 14, 2020 
	January 14, 2020 
	January 14, 2020 
	January 14, 2020 
	January 14, 2020 
	–
	February 24, 
	2020



	Timeline for Requests
	Timeline for Requests
	Timeline for Requests
	Timeline for Requests



	Anytime 
	Anytime 
	Anytime 
	Anytime 
	–
	February 24, 2020




	Yes.
	Yes.
	Yes.
	Yes.
	Yes.
	School will apply either for 
	state
	-
	allowed or College Board 
	approved in the next year, if 
	applicable.



	Reapplication 
	Reapplication 
	Reapplication 
	Reapplication 
	Required?



	No.
	No.
	No.
	No.
	Student remains approved for 
	accommodation unless the IEP or 
	504 requires a change.
	Using this 
	process does not change the IEP 
	team obligation to review a 
	student’s needs and supports at 
	each IEP review.





	Process Flows in SSD 
	Process Flows in SSD 
	Process Flows in SSD 
	Online
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	•
	•
	•
	•
	•
	IEP or 504 Plan


	•
	•
	•
	•
	Confirmation of parental consent



	•
	•
	•
	Demographic information


	•
	•
	•
	•
	Name 


	•
	•
	•
	•
	It is helpful to use same name that student will be pre
	-
	ID’d
	with



	•
	•
	•
	Student or Parent Email


	•
	•
	•
	DOB


	•
	•
	•
	Estimated graduation date


	•
	•
	•
	Gender


	•
	•
	•
	Home Mailing address


	•
	•
	•
	Home phone number



	•
	•
	•
	Think about the accommodation that will create the most positive 
	testing environment for the student




	Have Ready During 
	Have Ready During 
	Have Ready During 
	the Submission 
	Process
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	50
	50
	50


	College Board Options
	College Board Options
	College Board Options
	College Board Options
	College Board Options
	College Board Options



	What Does This Mean?
	What Does This Mean?
	What Does This Mean?
	What Does This Mean?




	Reader
	Reader
	Reader
	Reader
	Reader



	•
	•
	•
	•
	•
	•
	Staff reads the test to the student.  


	•
	•
	•
	Must be completed in a 1
	-
	to
	-
	1 
	environment.  


	•
	•
	•
	Students automatically receive 50% 
	extended time and extra breaks on 
	all sections.






	MP3 Audio
	MP3 Audio
	MP3 Audio
	MP3 Audio
	MP3 Audio



	•
	•
	•
	•
	•
	•
	Audio version of the test, 
	downloaded from SSD Online


	•
	•
	•
	Student automatically receives 
	100% extended time, extra breaks 
	on all sections, and additional time 
	for section 2
	(writing and language).


	•
	•
	•
	Additional information is included in 
	upcoming slide.







	Assessments Read 
	Assessments Read 
	Assessments Read 
	Aloud


	Figure
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	College Board Options
	College Board Options
	College Board Options
	College Board Options
	College Board Options
	College Board Options



	What Does This Mean?
	What Does This Mean?
	What Does This Mean?
	What Does This Mean?




	Extra Breaks
	Extra Breaks
	Extra Breaks
	Extra Breaks
	Extra Breaks



	•
	•
	•
	•
	•
	•
	Students are given more 
	breaks.






	Extended Breaks
	Extended Breaks
	Extended Breaks
	Extended Breaks
	Extended Breaks



	•
	•
	•
	•
	•
	•
	Students are given double 
	the time of regularly
	-
	scheduled breaks.






	Breaks As Needed
	Breaks As Needed
	Breaks As Needed
	Breaks As Needed
	Breaks As Needed



	•
	•
	•
	•
	•
	•
	Breaks are granted as 
	requested by the student 
	during the test. 


	•
	•
	•
	Timing of the test is 
	paused during the break. 


	•
	•
	•
	Must be tested in a 1
	-
	to
	-
	1 
	environment.







	Breaks During 
	Breaks During 
	Breaks During 
	Assessments


	Figure
	Span
	Please note that extended 
	Please note that extended 
	Please note that extended 
	time and extended breaks 
	are different 
	accommodations. Break 
	accommodations extend 
	the TOTAL time of the 
	testing experience but do 
	not provide additional 
	time with the test 
	questions. 



	Figure
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	Most Common College 
	Most Common College 
	Most Common College 
	Most Common College 
	Most Common College 
	Most Common College 
	Board Options



	What Does This Mean?
	What Does This Mean?
	What Does This Mean?
	What Does This Mean?




	50% Extended Time
	50% Extended Time
	50% Extended Time
	50% Extended Time
	50% Extended Time



	•
	•
	•
	•
	•
	•
	Students are given time
	-
	and
	-
	a
	-
	half for each test they are 
	approved for.


	•
	•
	•
	If students are approved for 
	50% in reading, the student will 
	receive extended time on each 
	test.






	100% Extended Time
	100% Extended Time
	100% Extended Time
	100% Extended Time
	100% Extended Time



	•
	•
	•
	•
	•
	•
	Students are given double time 
	for each test they are approved 
	for.







	Extended Time
	Extended Time
	Extended Time


	Figure
	Figure
	Figure
	The College Board does not allow self
	The College Board does not allow self
	The College Board does not allow self
	-
	pacing for the SAT Suite of Assessments, even in a 1:1 setting.
	We 
	require the use of the entire time that a student is approved for (either the standard amount of time or extended 
	time) to:

	•
	•
	•
	•
	provide a consistent, standardized testing experience for all students


	•
	•
	•
	prevent students from feeling rushed to finish or move ahead by other students or the proctor
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	•
	•
	•
	•
	•
	To access the SSD Online system, the new SSD coordinator will 
	need to request access:


	•
	•
	•
	•
	Create a College Board Professional Account


	•
	•
	•
	Complete the 
	SSD Coordinator Form
	SSD Coordinator Form
	Span

	, found on 
	www.collegeboard.org/ssd
	www.collegeboard.org/ssd
	Span



	•
	•
	•
	Receive an access code to link your SSD Online access to 
	your College Board professional account (first time only).  


	•
	•
	•
	•
	May take 1
	-
	2 days to receive the access code.



	•
	•
	•
	You may have multiple SSD coordinators, but only 1 can be 
	identified as the primary SSD Coordinator in the EEM.



	•
	•
	•
	In order to gain access, schools will need an attending institution 
	(AI) code.  


	•
	•
	•
	Accommodation requests may begin once you receive your 
	access code.


	•
	•
	•
	Test coordinators that also would like to have access to SSD 
	Online can complete the same steps.  Consider your district 
	policy regarding student privacy when accessing information for 
	students with disabilities before requesting access.




	Accessing SSD 
	Accessing SSD 
	Accessing SSD 
	Online


	New SSD Coordinators
	New SSD Coordinators
	New SSD Coordinators
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	Application Process
	Application Process
	Application Process


	Online request process 
	Online request process 
	Online request process 
	-
	Log in at any 
	time to see status of students’ request or 
	to print a list of approved students.  

	Go to:  
	Go to:  
	www.collegeboard.org/ssdonline
	www.collegeboard.org/ssdonline
	Span



	Figure
	Figure
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	Application Process
	Application Process
	Application Process


	•
	•
	•
	•
	•
	Go to SSD Online  
	(CB Professional account required)


	•
	•
	•
	Confirm parental consent


	•
	•
	•
	Enter basic student information




	Figure
	Figure
	Figure
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	Application Process
	Application Process
	Application Process


	•
	•
	•
	•
	•
	Answer questions about student’s 
	disability




	Figure
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	Application Process
	Application Process
	Application Process


	•
	•
	•
	•
	•
	Answer questions about 
	requested accommodations 
	and available documentation 




	Figure
	Figure
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	Application Process
	Application Process
	Application Process


	•
	•
	•
	•
	•
	Confirm that the student is 
	consistently using these 
	accommodations on school tests and 
	is part of an IEP, 504, or formal plan




	Figure
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	Application 
	Application 
	Application 
	Process


	•
	•
	•
	•
	•
	Submit the request electronically via 
	SSD Online


	•
	•
	•
	Review the system notification 
	regarding any requested 
	documentation




	Figure
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	60
	60
	60


	•
	•
	•
	•
	•
	If necessary, submit documentation 
	(upload to SSD Online, 
	fax, or mail) when required


	•
	•
	•
	SSD coordinator will receive e
	-
	mail 
	notification that decision has been made; 
	log in to view decision letter


	•
	•
	•
	•
	Print and add the eligibility letter that 
	contains the student's SSD number 
	to the student CA
	-
	60.





	Figure
	Figure
	Application Process
	Application Process
	Application Process



	61
	61
	61
	61


	Documentation must be provided for College Board review if:
	Documentation must be provided for College Board review if:
	Documentation must be provided for College Board review if:

	•
	•
	•
	•
	The requested accommodation is not included in the student’s 
	plan or is not being used for school tests.


	-
	-
	-
	-
	Answer is “no” to: 
	Is the requested accommodation(s) in the 
	student's plan
	?


	-
	-
	-
	Answer is “no” to: 
	Is the student consistently using the 
	accommodation(s) for school testing
	?



	•
	•
	•
	The student is requesting certain accommodations, such as 100% 
	extended time or accommodations where student does not have 
	current documentation on file. 


	•
	•
	•
	The student does not have a diagnosed disability or disability is 
	listed as “other”.


	•
	•
	•
	The student does not have a formal plan that meets College 
	Board criteria.




	When must 
	When must 
	When must 
	documentation be 
	provided? 
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	•
	•
	•
	•
	•
	SAAs provide scores to students, educators, and the Michigan 
	Department of Education; however, students who test with an SAA 
	will NOT receive a 
	college or scholarship reportable score
	Span
	.


	-
	-
	-
	-
	SAAs are in place to support state
	-
	required assessments where 
	the use of the accommodation results in a score that higher 
	education institutions do not accept.



	•
	•
	•
	The use of SAAs or College Board
	-
	approved accommodations are 
	especially important for SAT with Essay, where the scores are 
	reported to colleges and universities.


	-
	-
	-
	-
	However, at the 8
	th
	grade level, scores are not reported to higher 
	education institutions or scholarship programs.





	State
	State
	State
	-
	Allowed 
	Accommodations 
	(SAA) in 8
	th
	Grade 
	vs. 11
	th
	Grade
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	•
	•
	•
	•
	•
	The state
	-
	allowed requests can begin January 14, 2020 and 
	should be entered by 
	2/24/20.


	•
	•
	•
	The state
	-
	allowed dashboard is clearly marked to remind users 
	these scores are not college reportable.


	•
	•
	•
	Recommended for 8
	th
	grade.




	State
	State
	State
	-
	Allowed 
	Accommodations


	Figure
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	State
	State
	State
	-
	Allowed 
	Accommodations


	•
	•
	•
	•
	•
	Enter basic student 
	information including
	name, home address, date 
	of birth, and graduation date




	Figure
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	State
	State
	State
	-
	Allowed 
	Accommodations


	•
	•
	•
	•
	•
	Select the accommodation being 
	requested. 




	Figure
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	State
	State
	State
	-
	Allowed 
	Accommodations


	•
	•
	•
	•
	•
	Review and submit
	request.



	•
	•
	•
	•
	Because state
	-
	allowed  
	accommodations are not college
	-
	reportable, they are automatically 
	approved and require no 
	documentation.




	Figure
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	From the Dashboard, locate the student.
	From the Dashboard, locate the student.
	From the Dashboard, locate the student.

	-
	-
	-
	-
	-
	Select “OPTIONS”


	-
	-
	-
	Click “Create Change Request”





	Accommodations
	Accommodations
	Accommodations


	Changes to Previously Submitted 
	Changes to Previously Submitted 
	Changes to Previously Submitted 
	Requests


	Figure
	Figure
	Span
	View Decision Letter
	View Decision Letter
	View Decision Letter

	Create change Request
	Create change Request

	Resubmit Request
	Resubmit Request
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	•
	•
	•
	•
	•
	Print, complete, and fax in the change request form to College 
	Board’s secure electronic document system. 


	•
	•
	•
	Monitor the SSD Online Dashboard for changes.




	Accommodations
	Accommodations
	Accommodations


	Changes to Previously Submitted 
	Changes to Previously Submitted 
	Changes to Previously Submitted 
	Requests


	Figure
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	For students who had College Board
	For students who had College Board
	For students who had College Board
	-
	approved accommodations in 
	2019
	:

	For students who had state
	For students who had state
	-
	allowed accommodations in 2019:

	-
	-
	-
	-
	-
	Determine if state
	-
	allowed accommodations or College Board
	-
	approved accommodations are appropriate.


	-
	-
	-
	Re
	-
	apply for state
	-
	allowed accommodations or apply for College 
	Board
	-
	approved accommodations, as necessary.





	Students with Prior 
	Students with Prior 
	Students with Prior 
	Approvals


	Spring 2019
	Spring 2019
	Spring 2019
	Spring 2019
	Spring 2019
	Spring 2019



	Spring 2020
	Spring 2020
	Spring 2020
	Spring 2020



	Action
	Action
	Action
	Action




	School A
	School A
	School A
	School A
	School A



	School A
	School A
	School A
	School A



	Confirm accommodation is appropriate 
	Confirm accommodation is appropriate 
	Confirm accommodation is appropriate 
	Confirm accommodation is appropriate 
	based on current IEP/504 and graduation 
	date is accurate in SSD Online.  Re
	-
	application is not necessary.




	School A
	School A
	School A
	School A
	School A



	School B
	School B
	School B
	School B



	Transfer student to new school in SSD 
	Transfer student to new school in SSD 
	Transfer student to new school in SSD 
	Transfer student to new school in SSD 
	Online.  Then confirm accommodation is 
	appropriate based on current IEP/504 and 
	graduation date is accurate.





	Figure
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	Using SSD Online is the most efficient way to transfer a student to your 
	Using SSD Online is the most efficient way to transfer a student to your 
	Using SSD Online is the most efficient way to transfer a student to your 
	dashboard:

	1. Click 
	1. Click 
	Submit Accommodations Request
	in the top right corner of 
	the dashboard. 

	•
	•
	•
	•
	•
	A screen titled “Before You Begin” will open. 


	•
	•
	•
	Read the information provided and click 
	Continue 
	to proceed.




	2. On the Student Details page,
	2. On the Student Details page,
	respond “Yes” to these two questions:

	•
	•
	•
	•
	•
	Has a Student Eligibility Form already been submitted for this 
	student? 


	•
	•
	•
	Is this a Transfer Student?




	3. You will be asked for the student’s name, date of birth, and SSD 
	3. You will be asked for the student’s name, date of birth, and SSD 
	number.

	•
	•
	•
	•
	•
	Best practice:
	Add the eligibility letter that contains the student's 
	SSD number to the student CA
	-
	60.




	4. If the student is requesting different accommodations from those 
	4. If the student is requesting different accommodations from those 
	approved, documentation review may be required. 


	Transferring a New 
	Transferring a New 
	Transferring a New 
	Student to Your SSD 
	Dashboard
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	The following are ways to obtain a student’s SSD number if they are 
	The following are ways to obtain a student’s SSD number if they are 
	The following are ways to obtain a student’s SSD number if they are 
	new to your school:

	1. Have the student login to his/her College Board account to obtain 
	1. Have the student login to his/her College Board account to obtain 
	eligibility letter. 

	2. Ask the student or parent if they have a copy of the eligibility letter.
	2. Ask the student or parent if they have a copy of the eligibility letter.

	3. Contact the student’s previous school and request a copy of the 
	3. Contact the student’s previous school and request a copy of the 
	eligibility letter.

	4. Contact the Michigan Educator Hotline (866
	4. Contact the Michigan Educator Hotline (866
	-
	870
	-
	3127), choose 1, 
	and then choose the option for SSD
	.  The student must be present to 
	provide consent to obtain SSD number.


	Obtaining a Student’s 
	Obtaining a Student’s 
	Obtaining a Student’s 
	SSD Number


	NOTE:  It is helpful to put a copy of the 
	NOTE:  It is helpful to put a copy of the 
	NOTE:  It is helpful to put a copy of the 
	eligibility letter in the student’s CA
	-
	60 
	for the new school to be able to 
	access.
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	To remove a student from your dashboard that no longer attends 
	To remove a student from your dashboard that no longer attends 
	To remove a student from your dashboard that no longer attends 
	your school:

	1.
	1.
	1.
	1.
	Login to SSD Online


	2.
	2.
	2.
	From the dashboard, create eligibility roster


	3.
	3.
	3.
	Print roster


	4.
	4.
	4.
	Find the student’s name that needs to be removed from your 
	dashboard, and write this information on the roster about the 
	specific student(s)


	5.
	5.
	5.
	Fax annotated roster to (866) 360
	-
	0114.  




	Removing a Student 
	Removing a Student 
	Removing a Student 
	From the Dashboard


	Figure
	Span
	Students will stay on your 
	Students will stay on your 
	Students will stay on your 
	Dashboard for one year 
	after graduation in the 
	chance they need to take 
	the SAT their senior year 
	or after graduation.  You 
	do not need to remove 
	these students from your 
	dashboard.



	Figure
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	•
	•
	•
	•
	•
	For students who transfer into a school after the accommodations 
	request deadline, submit a request as soon as possible.  


	•
	•
	•
	College Board will review requests after the initial request 
	deadline for the following scenarios:  


	-
	-
	-
	-
	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 



	•
	•
	•
	The late accommodations deadline to support students in these 
	scenarios will be published later this fall.




	Late Accommodation 
	Late Accommodation 
	Late Accommodation 
	Request Deadline
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	•
	•
	•
	•
	•
	Instead of shipping flash drives to schools, the MP3 audio files will be 
	available to download from SSD Online.


	•
	•
	•
	Although the streaming option is designed to enhance the testing 
	experience for students and allow for additional security and 
	convenience for those administering the SAT, there are some set
	-
	up 
	activities that are required:


	-
	-
	-
	-
	Prior to test day
	, an application needs to be installed and tested 
	on each computer used for MP3 audio testing.


	-
	-
	-
	On test day
	, the actual MP3 audio files can be downloaded.



	•
	•
	•
	No action is required now.


	-
	-
	-
	-
	More information/instructions will be available closer to test day 
	and in the 
	Accommodations and Supports Webinar 
	on December 
	5, 2019.


	-
	-
	-
	Link to register for the webinar is available in Spotlight.





	Changes to MP3 
	Changes to MP3 
	Changes to MP3 
	Audio


	Figure

	Sect
	Figure

	Sect
	Figure
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	•
	•
	•
	•
	•
	For SAT, the NAR is grouped by students that must test on the 
	initial day and those that can test in the accommodated window


	-
	-
	-
	-
	Will include EL students identified to use 50% extended time



	•
	•
	•
	Includes what test book color and the script name the student 
	should use


	•
	•
	•
	For PSAT 10 and PSAT 8/9, all students with approved 
	accommodation can test in the window.




	Nonstandard 
	Nonstandard 
	Nonstandard 
	Administration 
	Report (NAR) for 
	SAT with Essay


	Testing Group
	Testing Group
	Testing Group
	Testing Group
	Testing Group
	Testing Group



	Last Name, First 
	Last Name, First 
	Last Name, First 
	Last Name, First 
	Name

	SSD#
	SSD#



	Approved
	Approved
	Approved
	Approved
	Accommodations



	Test Type
	Test Type
	Test Type
	Test Type



	Test Book 
	Test Book 
	Test Book 
	Test Book 
	Color



	One
	One
	One
	One
	or Two 
	Day
	Testing



	Script Name
	Script Name
	Script Name
	Script Name



	Test Room Code 
	Test Room Code 
	Test Room Code 
	Test Room Code 
	and Proctor




	Group 1
	Group 1
	Group 1
	Group 1
	Group 1



	Thaler, Sarah
	Thaler, Sarah
	Thaler, Sarah
	Thaler, Sarah

	SSD# 54321
	SSD# 54321

	Anama, Kari
	Anama, Kari

	SSD# 23432
	SSD# 23432

	Gardella,
	Gardella,
	Ted

	SSD# 68724
	SSD# 68724



	Reading +50%
	Reading +50%
	Reading +50%
	Reading +50%



	SAT with Essay
	SAT with Essay
	SAT with Essay
	SAT with Essay



	Blue
	Blue
	Blue
	Blue



	Two Day
	Two Day
	Two Day
	Two Day



	Script
	Script
	Script
	Script
	#3



	Mr. Jones
	Mr. Jones
	Mr. Jones
	Mr. Jones

	123
	123




	Group 2
	Group 2
	Group 2
	Group 2
	Group 2



	Feig, Jason        SSD# 
	Feig, Jason        SSD# 
	Feig, Jason        SSD# 
	Feig, Jason        SSD# 
	12345



	Reading +100%
	Reading +100%
	Reading +100%
	Reading +100%



	SAT with
	SAT with
	SAT with
	SAT with
	Essay



	Blue
	Blue
	Blue
	Blue



	Two Day
	Two Day
	Two Day
	Two Day



	Script #4
	Script #4
	Script #4
	Script #4



	Mrs. Edwards
	Mrs. Edwards
	Mrs. Edwards
	Mrs. Edwards

	456
	456




	Additional 
	Additional 
	Additional 
	Additional 
	Additional 
	Instructions





	SECTION 2.  Students who can test in the window
	SECTION 2.  Students who can test in the window
	SECTION 2.  Students who can test in the window
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	Students can use translated test directions and/or approved word
	Students can use translated test directions and/or approved word
	Students can use translated test directions and/or approved word
	-
	for
	-
	word bilingual glossaries without prior approval.

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


	-
	-
	-
	-
	Albanian, Arabic, Bengali, Chinese (Mandarin), French, Gujarati, 
	Haitian Creole, Hindi, Polish, Portuguese, Russian, Spanish, Urdu, 
	Vietnamese



	•
	•
	•
	Translated test directions can be provided orally by an approved 
	translator to the student in languages not available in PDF format.


	•
	•
	•
	Approved glossary list may be updated.  Look for information in 
	Spotlight.



	English learners can be provided with 50% extended time for the 
	English learners can be provided with 50% extended time for the 
	Michigan
	-
	provided assessments.

	•
	•
	•
	•
	Although not an accommodation, students must be identified in SSD 
	Online in order to
	receive correct testing materials.


	•
	•
	•
	Students will be automatically 
	approved
	and no documentation will be 
	required.


	•
	•
	•
	Must be entered in SSD Online each year starting in January.



	Critera for determining who may benefit from EL supports can be found in 
	Critera for determining who may benefit from EL supports can be found in 
	the Supports & Accommodations Guidance Document posted on the MDE 
	website. 
	(
	Link
	Span
	https://www.michigan.gov/documents/mde/Michigan_Accommodations_M
	anual.final_480016_7.pdf
	Span

	)


	English Learner 
	English Learner 
	English Learner 
	Supports


	Scores will be college and
	Scores will be college and
	Scores will be college and
	scholarship 
	reportable


	Figure
	Span
	EL Supports are not 
	EL Supports are not 
	EL Supports are not 
	currently available for 
	PSAT/NMSQT, 
	weekend SAT testing 
	or AP testing



	Figure
	Figure
	Figure
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	•
	•
	•
	•
	•
	Students that are identified as English Learner (EL) in the Michigan 
	Student Data System (MSDS) and have been enrolled in U.S. 
	schools for 12 months or less at the time of taking a state 
	assessment may be eligible to receive a one
	-
	time exception from 
	having to take the English language arts portion of state 
	assessments. 


	•
	•
	•
	In order for
	a student to be eligible for an exception from the ELA 
	portion of a state assessment, the student needs to:


	-
	-
	-
	-
	Have taken the WIDA ACCESS Placement Test (W
	-
	APT) or WIDA 
	Screener with their scores provided in the Secure Site.


	-
	-
	-
	Have taken the most recent administration of the summative 
	WIDA
	ACCESS for ELLs or WIDA Alternate ACCESS if enrolled 
	prior to the test administration window.



	•
	•
	•
	Apply for state
	-
	allowed accommodations beginning in January


	•
	•
	•
	A math
	-
	only version of the assessment will not be shipped.
	Students 
	will use a lime test book but only be administered the math section.




	EL Students
	EL Students
	EL Students


	State
	State
	State
	-
	Allowed Accommodation for 
	Math Only
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	Agenda
	Agenda
	Agenda


	Figure
	Span
	Before Testing
	Before Testing
	Before Testing

	Establishing School to Test
	Establishing School to Test

	Pre
	Pre
	-
	ID Students

	Training & Determining Staff Needs
	Training & Determining Staff Needs

	Accommodations & Supports
	Accommodations & Supports

	Organizing Materials
	Organizing Materials



	Figure
	Span
	1
	1
	1



	Figure
	Span
	During Testing
	During Testing
	During Testing

	Prepare Your Schedule
	Prepare Your Schedule

	Prepare Testing Rooms
	Prepare Testing Rooms

	Distributing Materials
	Distributing Materials

	Admitting Students
	Admitting Students



	Figure
	Span
	After Testing
	After Testing
	After Testing

	Collecting Materials
	Collecting Materials

	Important Form: CRF
	Important Form: CRF

	Packing and Returning Materials
	Packing and Returning Materials

	Ordering Makeup Materials
	Ordering Makeup Materials



	Figure
	Span
	2
	2
	2



	Figure
	Span
	3
	3
	3
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	81


	•
	•
	•
	•
	•
	Test coordinators will receive distinct shipments 
	for each grade
	Span
	in 
	preparation for testing.


	•
	•
	•
	NOTE:  Each shipment may come in multiple boxes.




	Shipments
	Shipments
	Shipments


	Figure
	Span
	Deliveries will be adjusted for 
	Deliveries will be adjusted for 
	Deliveries will be adjusted for 
	schools on spring break during the 
	delivery of 
	preadministration
	and 
	test shipments.  If your school is 
	out the week of March 23, your 
	materials will deliver the week of 
	March 30.



	Shipment
	Shipment
	Shipment
	Shipment
	Shipment
	Shipment



	Contents
	Contents
	Contents
	Contents

	(Not
	(Not
	Exhaustive)



	Delivery
	Delivery
	Delivery
	Delivery




	Coordinator Planning 
	Coordinator Planning 
	Coordinator Planning 
	Coordinator Planning 
	Coordinator Planning 
	Kit



	Sample set of manuals, posters
	Sample set of manuals, posters
	Sample set of manuals, posters
	Sample set of manuals, posters



	Week of February 
	Week of February 
	Week of February 
	Week of February 
	24, 2020




	Preadministration
	Preadministration
	Preadministration
	Preadministration
	Preadministration
	Materials



	Answer sheets,
	Answer sheets,
	Answer sheets,
	Answer sheets,
	pre
	-
	ID labels, 
	student answer sheet 
	instructions, student guides, full 
	set of manuals



	Week of March 23, 
	Week of March 23, 
	Week of March 23, 
	Week of March 23, 
	2020




	Test Materials 
	Test Materials 
	Test Materials 
	Test Materials 
	Test Materials 



	Test books, return materials
	Test books, return materials
	Test books, return materials
	Test books, return materials



	Week of March 23, 
	Week of March 23, 
	Week of March 23, 
	Week of March 23, 
	2020






	82
	82
	82
	82


	•
	•
	•
	•
	•
	All shipments will be addressed to the test coordinator of that 
	assessment.


	-
	-
	-
	-
	Delivered to the address in the coordinator record in EEM.



	•
	•
	•
	Test materials must be stored securely, once delivered.


	-
	-
	-
	-
	Check contents of boxes within 24 hours of delivery using 
	packing lists.


	
	
	
	
	Contact College Board immediately if there is a problem 
	with your shipment 
	–
	see Coordinator’s Manual
	for specific 
	instructions.



	-
	-
	-
	Check materials until test day.


	
	
	
	
	Contact College Board immediately if materials show 
	evidence of tampering.






	Test Materials 
	Test Materials 
	Test Materials 
	Delivery
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	83


	•
	•
	•
	•
	•
	We will support an additional material order window in Secure 
	Site from 
	March 24, 2020 
	–
	April 7, 2020
	.


	-
	-
	-
	-
	Allows schools to order 
	standard
	test materials for students 
	who are newly enrolled at the school and were not initially pre
	-
	ID’d
	during the window.



	•
	•
	•
	More details will be available in Spotlight as we get closer to the 
	opening of the window.




	Additional Material 
	Additional Material 
	Additional Material 
	Order



	84
	84
	84
	84


	•
	•
	•
	•
	•
	8th and 9th graders will use different test books this year and therefore 
	cannot test in the same room.


	•
	•
	•
	Keep test books for each grade separated as you sort and
	prepare 
	materials for testing.



	8th Grade =
	8th Grade =
	Triangle
	9th Grade = Square


	PSAT 8/9 Test 
	PSAT 8/9 Test 
	PSAT 8/9 Test 
	Books


	Figure
	Figure
	Figure

	85
	85
	85
	85


	•
	•
	•
	•
	•
	Coordinators will receive emails about material shipments.  


	-
	-
	-
	-
	Please note: Coordinators may receive emails before the items 
	are actually shipped from UPS.


	-
	-
	-
	Tracking numbers in the email will become valid once shipped.



	•
	•
	•
	Tracking numbers will also be made available on the 
	Material 
	Order Summary Report 
	under the 
	Assessment Registration and 
	Material Orders 
	menu in the Secure Site.


	-
	-
	-
	-
	See 
	www.michigan.gov/securesitetraining
	www.michigan.gov/securesitetraining
	Span

	for more information
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	Tracking Materials
	Tracking Materials
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	Organizing Materials
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	After Testing
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	•
	•
	•
	•
	•
	Coordinators should work with the principal and other staff to think 
	about planning for the following:


	•
	•
	•
	•
	Number of staff needed


	•
	•
	•
	Rooms that will be used


	•
	•
	•
	Schedule for test day


	•
	•
	•
	Scheduling a 
	preadministration
	session prior to test day


	•
	•
	•
	Preparing materials for the 
	preadministration
	session and for 
	test day



	•
	•
	•
	The Coordinator Manual will give guidance on planning for these 
	activities on test day.




	Considerations for 
	Considerations for 
	Considerations for 
	Planning
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	Figure
	Purpose:  To provide time prior to test day for students to bubble in 
	Purpose:  To provide time prior to test day for students to bubble in 
	Purpose:  To provide time prior to test day for students to bubble in 
	required demographic information (name, date of birth, UIC), opt into 
	Student Search Service®, complete the optional questionnaire, and 
	identify where to send scores.

	•
	•
	•
	•
	•
	•
	Affix pre
	-
	ID label to front of student answer sheets.


	•
	•
	•
	Schedule a 
	preadministration
	time prior to test day.


	•
	•
	•
	Provide students with a copy of the 
	SAT Student Guide
	.


	•
	•
	•
	Students will use copies of the SAT School Day 
	Student Answer 
	Sheet Instructions
	during the session.


	•
	•
	•
	Estimated time:  45
	-
	60 minutes if students complete the 
	questionnaire.






	Plan a 
	Plan a 
	Plan a 
	Preadministration
	Session


	SAT with Essay
	SAT with Essay
	SAT with Essay


	Figure

	89
	89
	89
	89


	•
	•
	•
	•
	•
	The College Board's Student Search Service is a free, voluntary 
	program that connects students with information about educational and 
	financial aid opportunities from nearly 1,900 eligible colleges and 
	universities, and scholarship and other educational programs.


	•
	•
	•
	By opting in, students give the College Board permission to share their 
	names and limited information provided by the optional questionnaire 
	with colleges and scholarship programs looking for students like them.


	•
	•
	•
	Opting into Student Search Service is not available for PSAT 8/9.




	Student Search 
	Student Search 
	Student Search 
	Service
	®


	SAT with Essay and PSAT 10
	SAT with Essay and PSAT 10
	SAT with Essay and PSAT 10
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	•
	•
	•
	•
	•
	Parents can give consent for students to opt
	-
	into Student Search 
	Service and complete the questionnaire.


	-
	-
	-
	-
	Consent is only required to opt into Student Search Service and 
	the questionnaire. Students can still take the SAT with Essay and 
	identify their four free scores sends without completing the 
	questionnaire.



	•
	•
	•
	Follow your district or school policy for collecting consent.
	Schools 
	and districts may opt to use a consent form that is provided by MDE 
	(
	www.Michigan.gov/mme
	www.Michigan.gov/mme
	Span

	and 
	www.Michigan.gov/psat
	www.Michigan.gov/psat
	Span

	) or may 
	choose to use their own.


	•
	•
	•
	Consent should be collected prior to the 
	preadministration
	session.


	•
	•
	•
	Consent forms should remain at the school until the student 
	graduates and do not need to be returned to College Board.


	•
	•
	•
	Students can opt
	-
	into Student Search Service online 
	(
	https://studentsearch.collegeboard.org
	https://studentsearch.collegeboard.org
	Span

	)
	but cannot complete the 
	optional questionnaire.




	Student Search 
	Student Search 
	Student Search 
	Service and 
	Consent


	SAT with Essay and PSAT 10
	SAT with Essay and PSAT 10
	SAT with Essay and PSAT 10


	Figure
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	•
	•
	•
	•
	•
	Students can send their SAT scores to colleges, universities, and 
	scholarship programs by bubbling codes on their answer sheet.


	•
	•
	•
	The 
	Student Answer Sheet Instructions 
	have the list of codes.


	•
	•
	•
	Students do NOT need parental consent to submit their score sends; 
	all students taking the SAT should be encouraged to complete this 
	portion on their answer sheet.


	-
	-
	-
	-
	Students can submit additional score sends from their College 
	Board account for a fee.


	-
	-
	-
	Low income students have unlimited free score sends from their 
	College Board account.





	Score Sends for 
	Score Sends for 
	Score Sends for 
	SAT with Essay
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	Purpose:  To provide time prior to test day for students to bubble in 
	Purpose:  To provide time prior to test day for students to bubble in 
	Purpose:  To provide time prior to test day for students to bubble in 
	required demographic information (name, date of birth, UIC), opt into 
	Student Search Service®, and complete the optional questionnaire.

	•
	•
	•
	•
	•
	Affix pre
	-
	ID label to front of student answer sheets.


	•
	•
	•
	Schedule a 
	preadministration
	time prior to test day.


	•
	•
	•
	Provide students with a copy of the 
	PSAT 10 Student Guide
	.


	•
	•
	•
	Students will use copies of the PSAT 10 
	Student Answer Sheet 
	Instructions
	during the session.


	•
	•
	•
	Estimated time:  25
	-
	35 minutes if students complete the 
	questionnaire





	Plan a 
	Plan a 
	Plan a 
	Preadministration
	Session


	PSAT 10
	PSAT 10
	PSAT 10


	Figure
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	•
	•
	•
	•
	•
	Students will NOT complete 
	any
	Span
	of the optional questions for PSAT 
	8/9.  


	•
	•
	•
	•
	They will only bubble the required elements on their answer sheet 
	(Name, Date of Birth, and UIC as their student ID number).


	•
	•
	•
	No consent is necessary since students are not completing any 
	optional questions.


	•
	•
	•
	Student Answer Sheet Instructions are not necessary and will not 
	be sent.



	•
	•
	•
	Schools can determine if the required bubbling needs to occur prior 
	to test day during a 
	preadministration
	session or can be completed 
	on test day.


	•
	•
	•
	Provide students with a copy of the PSAT 8/9 Student Guide, which 
	will be printed and shipped to schools this year prior to test day.




	Preadministration
	Preadministration
	Preadministration
	Session for PSAT 8/9


	Figure
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	•
	•
	•
	•
	•
	Student ID Number


	-
	-
	-
	-
	Students will bubble in their UIC as their Student ID Number, 
	which can be found in the upper
	-
	left corner of their pre
	-
	ID label.




	•
	•
	•
	•
	Gender


	-
	-
	-
	-
	Answer sheets now allow students to provide “Another” as an 
	option.


	-
	-
	-
	Gender is not listed on student score reports.


	-
	-
	-
	Whatever is written in the free
	-
	response line will not be captured.


	-
	-
	-
	Reporting to MDE will be based on what gender the student is 
	pre
	-
	ID’d
	under.


	-
	-
	-
	Gender is not a required element to bubble on the answer sheet.





	Answer Sheet Items
	Answer Sheet Items
	Answer Sheet Items


	Figure
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	•
	•
	•
	•
	•
	Schools should plan for approximately 5 hours of testing including 
	test day administrative activities, testing, and break times. 


	-
	-
	-
	-
	Does not include time for completing the questionnaire portion 
	or score sends 



	•
	•
	•
	The standard schedule includes testing room doors closing at 8 
	a.m. for test day administrative activities and testing beginning at 
	8:30 a.m.  


	-
	-
	-
	-
	Schools may alter the start time by 30 minutes and therefore 
	close testing room doors as early as 7:30 a.m. or as late as 
	8:30 a.m., and they may start testing any time between 8:00 
	a.m. and 9:00 a.m. 


	-
	-
	-
	Schools must contact the Michigan Educator Hotline (866
	-
	870
	-
	3127) for consideration and approval to start earlier or later 
	than these times.  The start time applies to standard test takers 
	as well as accommodated test takers in both the initial and 
	makeup administrations. 



	•
	•
	•
	Schools must complete testing before breaking for lunch.




	Administration 
	Administration 
	Administration 
	Timing 


	SAT with Essay
	SAT with Essay
	SAT with Essay



	96
	96
	96
	96


	•
	•
	•
	•
	•
	Testing MUST be done in the morning.


	•
	•
	•
	The schedule below does not include passing out multiple choice test 
	booklets or other test day administrative activities.




	Administration 
	Administration 
	Administration 
	Timing 


	SAT with Essay
	SAT with Essay
	SAT with Essay


	SAT
	SAT
	SAT
	SAT
	SAT
	SAT



	SAT with Essay  
	SAT with Essay  
	SAT with Essay  
	SAT with Essay  
	-
	Standard 
	Room
	(in minutes)




	Reading
	Reading
	Reading
	Reading
	Reading



	65
	65
	65
	65




	Break
	Break
	Break
	Break
	Break



	10
	10
	10
	10




	Writing and Language
	Writing and Language
	Writing and Language
	Writing and Language
	Writing and Language



	35
	35
	35
	35




	Math (no calculator)
	Math (no calculator)
	Math (no calculator)
	Math (no calculator)
	Math (no calculator)



	25
	25
	25
	25




	Break
	Break
	Break
	Break
	Break



	5
	5
	5
	5




	Math (with calculator)
	Math (with calculator)
	Math (with calculator)
	Math (with calculator)
	Math (with calculator)



	55
	55
	55
	55




	Break 
	Break 
	Break 
	Break 
	Break 



	2
	2
	2
	2




	Book collection/ Essay distribution
	Book collection/ Essay distribution
	Book collection/ Essay distribution
	Book collection/ Essay distribution
	Book collection/ Essay distribution



	15
	15
	15
	15




	Essay
	Essay
	Essay
	Essay
	Essay



	50
	50
	50
	50




	Total (hours, minutes)
	Total (hours, minutes)
	Total (hours, minutes)
	Total (hours, minutes)
	Total (hours, minutes)



	4 hours 22
	4 hours 22
	4 hours 22
	4 hours 22
	minutes
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	PSAT
	PSAT
	PSAT
	PSAT
	PSAT
	PSAT



	PSAT 10 
	PSAT 10 
	PSAT 10 
	PSAT 10 
	(in minutes)



	PSAT 8/9
	PSAT 8/9
	PSAT 8/9
	PSAT 8/9
	(in
	minutes)




	Reading
	Reading
	Reading
	Reading
	Reading



	60
	60
	60
	60



	55
	55
	55
	55




	Break
	Break
	Break
	Break
	Break



	5
	5
	5
	5



	5
	5
	5
	5




	Writing and Language
	Writing and Language
	Writing and Language
	Writing and Language
	Writing and Language



	35
	35
	35
	35



	30
	30
	30
	30




	Math (no calculator)
	Math (no calculator)
	Math (no calculator)
	Math (no calculator)
	Math (no calculator)



	25
	25
	25
	25



	20
	20
	20
	20




	Break
	Break
	Break
	Break
	Break



	5
	5
	5
	5



	5
	5
	5
	5




	Math (with calculator)
	Math (with calculator)
	Math (with calculator)
	Math (with calculator)
	Math (with calculator)



	45
	45
	45
	45



	40
	40
	40
	40




	Total Testing Time
	Total Testing Time
	Total Testing Time
	Total Testing Time
	Total Testing Time



	2 hours
	2 hours
	2 hours
	2 hours
	55 minutes



	2 hours 35 minutes
	2 hours 35 minutes
	2 hours 35 minutes
	2 hours 35 minutes





	•
	•
	•
	•
	•
	Plan for approximately 3 hours for PSAT 8/9 and 3½ hours for PSAT 10 to 
	account for
	test day administrative activities, testing, and break times. 


	•
	•
	•
	College Board will support morning or afternoon testing for 
	Span
	PSAT
	-
	related 
	assessments only
	Span
	.


	-
	-
	-
	-
	Morning testing should begin early enough to complete before lunch.


	-
	-
	-
	No permission is necessary for afternoon testing.



	•
	•
	•
	The schedule below does not include passing out and collecting test 
	booklets or other test day administrative activities.


	•
	•
	•
	8
	th
	and 9
	th
	graders cannot test together in spring 2020.




	Administration 
	Administration 
	Administration 
	Timing


	PSAT 10 and PSAT 8/9 for Grades 8 
	PSAT 10 and PSAT 8/9 for Grades 8 
	PSAT 10 and PSAT 8/9 for Grades 8 
	and 9


	Figure
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	School schedules may require some adjustments
	School schedules may require some adjustments
	School schedules may require some adjustments

	•
	•
	•
	•
	Lunch Periods


	-
	-
	-
	-
	Testing cannot be interrupted for lunch unless a student is 
	approved for an accommodation testing over 2 days


	-
	-
	-
	Lunches must take place after testing is complete (unless PSAT 
	is testing in the afternoon)


	-
	-
	-
	Students may eat snacks during breaks



	•
	•
	•
	Bell Schedules


	-
	-
	-
	-
	Bells must be silenced during test administration



	•
	•
	•
	Public Address System Announcements


	-
	-
	-
	-
	There should be no PA announcements during test 
	administration





	Planning the 
	Planning the 
	Planning the 
	Schedule on Test 
	Days
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	Accommodations & Supports

	Organizing Materials
	Organizing Materials
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	Figure
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	During Testing
	During Testing
	During Testing

	Prepare Your Schedule
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	Prepare Testing Rooms

	Distributing Materials
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	After Testing
	After Testing
	After Testing

	Collecting Materials
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	Important Form: CRF
	Important Form: CRF

	Packing and Returning Materials
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	Ordering Makeup Materials
	Ordering Makeup Materials
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	•
	•
	•
	•
	•
	The size of cohort testing and the size of rooms used for 
	testing will determine number of rooms needed.


	•
	•
	•
	Options for rooms include:


	-
	-
	-
	-
	Larger spaces, such as auditoriums and gymnasiums


	-
	-
	-
	Smaller spaces, such as classrooms



	•
	•
	•
	Location of testing rooms within the building


	-
	-
	-
	-
	Separated from other classes/tests on different schedules or 
	taking different assessments


	-
	-
	-
	Minimize noise and other disruptions when classes or other 
	assessments break 


	-
	-
	-
	Area where there will be minimal noise/distractions from 
	outside the building


	-
	-
	-
	Access to restrooms





	Planning for Testing 
	Planning for Testing 
	Planning for Testing 
	Rooms
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	•
	•
	•
	•
	•
	Use chairs with backs.


	•
	•
	•
	Face seats in the same direction.


	•
	•
	•
	Place chairs directly behind those in the preceding row.


	•
	•
	•
	Separate each student by a minimum of 3 feet from right to left 
	(measure from center of desks). 


	•
	•
	•
	At tables, students must be seating at least 3 feet apart and facing 
	the same direction.  


	•
	•
	•
	Two students can be seated at a table that is at least 6 feet long.


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


	•
	•
	•
	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.




	Seating and 
	Seating and 
	Seating and 
	Furniture 
	Requirements


	Figure
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	Accommodations & Supports
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	Figure
	Span
	1
	1
	1



	Figure
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	Ordering Makeup Materials
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	•
	•
	•
	•
	•
	Suggest creating testing room packets


	-
	-
	-
	-
	Use plastic tubs or boxes to organize materials for each testing 
	room.


	-
	-
	-
	Include materials such as:


	
	
	
	
	Roster of students in the room


	
	
	
	Copy of the NAR if testing students with accommodations


	
	
	
	Pre
	-
	labeled answer sheets


	
	
	
	Test books (don’t open shrink wrap until the morning of test 
	day)


	
	
	
	Extra pencils and calculators


	
	
	
	Copies of translated test directions for students that need 
	them



	-
	-
	-
	See the Coordinator Manual for other suggestions





	Distributing 
	Distributing 
	Distributing 
	Materials
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	Agenda
	Agenda
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	Figure
	Span
	1
	1
	1
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	•
	•
	•
	•
	•
	Decide whether you are going to have a central check
	-
	in or room 
	check
	-
	in.


	•
	•
	•
	•
	Central check
	-
	in:  All students check into a central location 
	such as the library and then get told which room to report for 
	testing.


	•
	•
	•
	Room check
	-
	in:  Room assignments are posted for students 
	prior to test day and students report to their assigned room the 
	day of the test.



	•
	•
	•
	Determine how attendance will be taken in both situations.


	•
	•
	•
	•
	Rosters will be created locally.


	•
	•
	•
	We recommend starting with a 
	Master Student List 
	of all 
	students expected to test.


	•
	•
	•
	Then divide the 
	Master Student List 
	into individual room 
	rosters.



	•
	•
	•
	During check
	-
	in, students are not required to supply a photo ID 
	unless the student is unknown to the testing staff.


	•
	•
	•
	•
	A photo ID form will be available for students that cannot or do 
	not have a photo ID.





	Admitting Students
	Admitting Students
	Admitting Students
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	•
	•
	•
	•
	•
	If student arrives 
	before
	Span
	the proctor begins timed portion of the 
	test:


	•
	•
	•
	•
	Student can be admitted into the regular testing room



	•
	•
	•
	If student arrives 
	after
	Span
	the proctor begins timed portion of the test:


	•
	•
	•
	•
	Student should be admitted into the designated late arrivals 
	room.


	•
	•
	•
	Admittance to the late arrival rooms should not be allowed after 
	regular testing rooms have begun their first break.



	•
	•
	•
	If schools do not have the space for a late arrivals room, plan to 
	test these students on the makeup date.




	Late Arrivals Room
	Late Arrivals Room
	Late Arrivals Room


	Plan for Students that Arrive Late
	Plan for Students that Arrive Late
	Plan for Students that Arrive Late
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	Implementation Activities
	Implementation Activities
	Implementation Activities


	Figure
	Span
	Before Testing
	Before Testing
	Before Testing

	Establishing School to Test
	Establishing School to Test

	Pre
	Pre
	-
	ID Students

	Training & Determining Staff Needs
	Training & Determining Staff Needs

	Accommodations & Supports
	Accommodations & Supports

	Organizing Materials
	Organizing Materials



	Figure
	Span
	1
	1
	1



	Figure
	Span
	During Testing
	During Testing
	During Testing

	Prepare Your Schedule
	Prepare Your Schedule

	Prepare Testing Rooms
	Prepare Testing Rooms

	Distributing Materials
	Distributing Materials

	Admitting Students
	Admitting Students



	Figure
	Span
	After Testing
	After Testing
	After Testing

	Collecting Materials
	Collecting Materials

	Important Form: CRF
	Important Form: CRF

	Packing and Returning Materials
	Packing and Returning Materials

	Ordering Makeup Materials
	Ordering Makeup Materials



	Figure
	Span
	2
	2
	2



	Figure
	Span
	3
	3
	3
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	108


	•
	•
	•
	•
	•
	Designate an area for proctors to return all testing materials to the 
	test coordinator once testing is complete.


	•
	•
	•
	Ensure that all testing materials are accounted for and answer sheets 
	are not placed in test books before dismissing the proctor.


	•
	•
	•
	Keep testing materials for each grade separated as you sort and 
	prepare materials for return.




	Collecting Materials
	Collecting Materials
	Collecting Materials
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	Implementation Activities
	Implementation Activities
	Implementation Activities


	Figure
	Span
	Before Testing
	Before Testing
	Before Testing

	Establishing School to Test
	Establishing School to Test

	Pre
	Pre
	-
	ID Students

	Training & Determining Staff Needs
	Training & Determining Staff Needs

	Accommodations & Supports
	Accommodations & Supports

	Organizing Materials
	Organizing Materials



	Figure
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	Figure
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	During Testing
	During Testing
	During Testing

	Prepare Your Schedule
	Prepare Your Schedule

	Prepare Testing Rooms
	Prepare Testing Rooms

	Distributing Materials
	Distributing Materials

	Admitting Students
	Admitting Students



	Figure
	Span
	After Testing
	After Testing
	After Testing

	Collecting Materials
	Collecting Materials

	Important Form: CRF
	Important Form: CRF

	Packing and Returning Materials
	Packing and Returning Materials

	Ordering Makeup Materials
	Ordering Makeup Materials



	Figure
	Span
	2
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	Figure
	Span
	3
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	•
	•
	•
	•
	•
	Purpose:  Lets the College Board know how many answer sheets 
	you are returning for scoring.


	•
	•
	•
	CRFs will be returned separately for each grade 
	(i.e. CRF for 
	SAT with Essay, CRF for PSAT 10, CRF for PSAT 8/9 for 9
	th
	grade, CRF for PSAT 8/9 for 8
	th
	grade).


	•
	•
	•
	The coordinator is responsible for completing the CRF.


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


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


	•
	•
	•
	You cannot make copies of this form.  Keep it in a safe place once 
	it arrives.




	Important Form: 
	Important Form: 
	Important Form: 
	Coordinator Report 
	Form (CRF)


	Figure
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	Implementation Activities
	Implementation Activities
	Implementation Activities


	Figure
	Span
	Before Testing
	Before Testing
	Before Testing

	Establishing School to Test
	Establishing School to Test

	Pre
	Pre
	-
	ID Students

	Training & Determining Staff Needs
	Training & Determining Staff Needs

	Accommodations & Supports
	Accommodations & Supports

	Organizing Materials
	Organizing Materials



	Figure
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	Figure
	Span
	During Testing
	During Testing
	During Testing

	Prepare Your Schedule
	Prepare Your Schedule

	Prepare Testing Rooms
	Prepare Testing Rooms

	Distributing Materials
	Distributing Materials

	Admitting Students
	Admitting Students



	Figure
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	After Testing
	After Testing
	After Testing

	Collecting Materials
	Collecting Materials

	Important Form: CRF
	Important Form: CRF

	Packing and Returning 
	Packing and Returning 
	Materials

	Ordering Makeup Materials
	Ordering Makeup Materials



	Figure
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	Figure
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	3
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	•
	•
	•
	•
	•
	Schools MUST return all SAT with Essay, PSAT 10, and PSAT 
	8/9 test books this year.


	•
	•
	•
	Schools need to return answer documents and test books 
	separately for each 
	grade
	Span
	.  Examples:


	•
	•
	•
	•
	Do 
	NOT
	return SAT answer sheets in the same box with PSAT 
	10 answer sheets.


	•
	•
	•
	Do 
	NOT
	return PSAT 8/9 answer sheets for 8
	th
	grade in the 
	same box as PSAT 8/9 for 9
	th
	grade.  They must be treated as 
	separate assessments this year.




	•
	•
	•
	•
	There are detailed diagrams in the manuals to help assist you in 
	packing boxes/envelopes.




	Packing Materials
	Packing Materials
	Packing Materials


	Figure
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	•
	•
	•
	•
	•
	Packing Answer Sheets


	-
	-
	-
	-
	Answer sheet return bags/boxes will need both a colored 
	Pearson label and a UPS label.


	-
	-
	-
	Each assessment will have a different color label.



	•
	•
	•
	If an irregularity occurs, pink labels will be provided to place on 
	the outside of the answer sheet bag/box.


	•
	•
	•
	The use the pink IR labels is not required, but highly 
	recommended for quicker processing of answer sheets that are 
	involved in an irregularity.




	Packing Materials
	Packing Materials
	Packing Materials


	Image of white box for returning answer 
	Image of white box for returning answer 
	Image of white box for returning answer 
	sheets


	Figure
	UPS 
	UPS 
	UPS 
	Label


	Pearson 
	Pearson 
	Pearson 
	Label


	Figure
	Figure
	Figure
	Figure
	Figure
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	•
	•
	•
	•
	•
	Packing 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





	•
	•
	•
	•
	Follow packing and addressing instructions in the manual.


	•
	•
	•
	•
	Prepaid shipping labels, with the correct addresses for each 
	box, are included with the test materials.


	•
	•
	•
	Errors in packing or shipping will lead to score delays for 
	students.





	Packing Materials
	Packing Materials
	Packing Materials


	Image of loose UPS label that needs to 
	Image of loose UPS label that needs to 
	Image of loose UPS label that needs to 
	be affixed to outside of box
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	When Testing on April 14 is Complete
	When Testing on April 14 is Complete
	When Testing on April 14 is Complete
	When Testing on April 14 is Complete
	When Testing on April 14 is Complete
	When Testing on April 14 is Complete




	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	-
	ID labels, 
	and manuals



	Use these for the makeup date
	Use these for the makeup date
	Use these for the makeup date
	Use these for the makeup date




	Keep 
	Keep 
	Keep 
	Keep 
	Keep 
	blue
	or 
	green
	test books



	These can be used for the 
	These can be used for the 
	These can be used for the 
	These can be used for the 
	accommodated window testing; return 
	when testing is complete




	Return ALL 
	Return ALL 
	Return ALL 
	Return ALL 
	Return ALL 
	purple
	test books



	You will get new ones for the makeup 
	You will get new ones for the makeup 
	You will get new ones for the makeup 
	You will get new ones for the makeup 
	date





	Returning Materials 
	Returning Materials 
	Returning Materials 
	for SAT with Essay


	Figure
	The Coordinator Manual will have a chart on what to return, what to 
	The Coordinator Manual will have a chart on what to return, what to 
	The Coordinator Manual will have a chart on what to return, what to 
	keep, and what to destroy.
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	Important Notes for the PSAT 10 and PSAT 8/9
	Important Notes for the PSAT 10 and PSAT 8/9
	Important Notes for the PSAT 10 and PSAT 8/9
	Important Notes for the PSAT 10 and PSAT 8/9
	Important Notes for the PSAT 10 and PSAT 8/9
	Important Notes for the PSAT 10 and PSAT 8/9




	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	Keep extra answer sheets, pre
	-
	ID 
	labels, and manuals



	Use these for the makeup date(s)
	Use these for the makeup date(s)
	Use these for the makeup date(s)
	Use these for the makeup date(s)




	Keep test books
	Keep test books
	Keep test books
	Keep test books
	Keep test books



	Use these for the accommodated 
	Use these for the accommodated 
	Use these for the accommodated 
	Use these for the accommodated 
	window or the makeup dates; 
	return them as described in the 
	PSAT 
	8/9 or PSAT 10 
	Coordinator Manual





	Returning Materials 
	Returning Materials 
	Returning Materials 
	for PSAT 10 and 
	PSAT 8/9



	117
	117
	117
	117


	•
	•
	•
	•
	•
	UPS pickups will not be pre
	-
	arranged.


	•
	•
	•
	Directions will be provided for coordinators to schedule pickups with 
	UPS.


	-
	-
	-
	-
	If UPS regularly stops by at your school, give materials to the 
	driver during those stops.



	•
	•
	•
	Coordinators will need the tracking numbers on the return labels to 
	schedule the pickups and not be charged.


	•
	•
	•
	More information will be available in the manuals, webinars, and 
	Spotlight closer to test day.



	IMPORTANT:
	IMPORTANT:
	When returning answer sheets and test books, write 
	down or take a picture of the tracking numbers of these shipments so 
	you can verify their receipt.

	•
	•
	•
	•
	All answer sheets must be shipped by 
	May 1, 2020
	.


	-
	-
	-
	-
	Answer sheets will not be scored if shipped after this date.
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	Figure
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	Figure
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	Figure
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	3
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	SAT with Essay
	SAT with Essay
	SAT with Essay

	•
	•
	•
	•
	Students, not testing in the accommodated window, who miss the 
	initial test date will test on 
	April 28, 2020
	.


	•
	•
	•
	Coordinator will receive an email a day or two before test day with 
	a link to a survey to request makeup materials.



	PSAT 10 and PSAT 8/9
	PSAT 10 and PSAT 8/9

	•
	•
	•
	•
	Schools may flexibly test students who miss the initial
	test 
	date between 
	April 15
	-
	21, 2020
	or 
	April 28
	-
	29, 2020
	.


	•
	•
	•
	Coordinator will receive an email a day or two before test day 
	with a link to a survey to request additional makeup materials, 
	if needed.  It is not necessary to request additional materials if 
	you have enough onsite.
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	Answer Document Verification
	Answer Document Verification
	Answer Document Verification

	Score Release
	Score Release

	Resources
	Resources
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	•
	•
	•
	•
	•
	MDE’s answer document verification process in the Secure Site 
	provides a way for schools to verify that all answer documents 
	have been received and processed by College Board.


	-
	-
	-
	-
	Also gives districts and schools the ability to submit a reason 
	why a student did not complete one or more of the required 
	tests or content areas. This information is reviewed for a 
	possible accountability exemption and is also included in 
	required federal reporting. 



	•
	•
	•
	Once this review period is over, no additional issues will be 
	accepted.


	•
	•
	•
	This window will likely be available at the end of May.


	•
	•
	•
	Look for more information in Spotlight this spring.




	Answer Document 
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	Answer Document 
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	•
	•
	•
	•
	•
	Student scores will likely be released to their College Board accounts in 
	May 2020.


	•
	•
	•
	Scores will be released to educators via the College Board K
	-
	12 score 
	reporting portal based on school verification and appeals made during the 
	Answer Document Verification window on the Secure Site. 


	-
	-
	-
	-
	This will likely occur in mid
	-
	to
	-
	late June 2020.


	-
	-
	-
	No changes can be made
	for
	students in the K
	–
	12 score reporting 
	portal once the Answer Document Verification window activities are 
	complete.



	•
	•
	•
	PSAT 10 and PSAT 8/9 will no longer be disclosed forms.  


	-
	-
	-
	-
	Questions and answer choices will not be available in the reporting 
	portal for PSAT 10 or PSAT 8/9.


	-
	-
	-
	Additional resources are in development to provide educators with 
	detailed information about sample test questions and is expected to be 
	available this spring.


	-
	-
	-
	Questions and answer choices will still be available for SAT with Essay.
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	Figure
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	•
	•
	•
	•
	•
	Throughout the 2019
	-
	20 school year, there will be 
	a number of
	ways the College Board and MDE will support you, including:


	•
	•
	•
	•
	Weekly updates in Spotlight.


	•
	•
	•
	Webinars


	•
	•
	•
	•
	Registration links will be available in Spotlight.  Recorded 
	versions will be posted shortly after webinar occurs.



	•
	•
	•
	MDE has 
	a number of
	resources available throughout the year for 
	all assessments.





	The College Board and 
	The College Board and 
	The College Board and 
	MDE are here to 
	support you.
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	Type
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	Date
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	Date
	Date



	Note
	Note
	Note
	Note




	Implementation 
	Implementation 
	Implementation 
	Implementation 
	Implementation 
	Handbook



	PDF
	PDF
	PDF
	PDF



	October 2019
	October 2019
	October 2019
	October 2019



	Reviews key activities to prepare your school for testing.  
	Reviews key activities to prepare your school for testing.  
	Reviews key activities to prepare your school for testing.  
	Reviews key activities to prepare your school for testing.  
	Available now at 
	www.Michigan.gov/mme
	www.Michigan.gov/mme
	Span

	and 
	www.Michigan.gov/psat
	www.Michigan.gov/psat
	Span





	Accommodations & 
	Accommodations & 
	Accommodations & 
	Accommodations & 
	Accommodations & 
	Supports



	Webinar
	Webinar
	Webinar
	Webinar



	12/5/19
	12/5/19
	12/5/19
	12/5/19



	Detailed information about the process and policies for 
	Detailed information about the process and policies for 
	Detailed information about the process and policies for 
	Detailed information about the process and policies for 
	accommodations & supports.  Link to register is available in 
	Spotlight.




	Accommodations & 
	Accommodations & 
	Accommodations & 
	Accommodations & 
	Accommodations & 
	Supports



	Handbook
	Handbook
	Handbook
	Handbook



	December 
	December 
	December 
	December 
	2019



	Detailed information about the process and policies for all 
	Detailed information about the process and policies for all 
	Detailed information about the process and policies for all 
	Detailed information about the process and policies for all 
	College Board accommodations & supports




	Testing Tips
	Testing Tips
	Testing Tips
	Testing Tips
	Testing Tips



	Webinar
	Webinar
	Webinar
	Webinar



	3/25/20
	3/25/20
	3/25/20
	3/25/20



	Last minute reminders and helpful hints for a successful test 
	Last minute reminders and helpful hints for a successful test 
	Last minute reminders and helpful hints for a successful test 
	Last minute reminders and helpful hints for a successful test 
	day




	Online Training
	Online Training
	Online Training
	Online Training
	Online Training



	On
	On
	On
	On
	-
	Demand Modules



	February 2020
	February 2020
	February 2020
	February 2020



	Required training
	Required training
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	•
	•
	•
	•
	•
	MDE Websites



	www.michigan.gov/mme
	www.michigan.gov/mme
	www.michigan.gov/mme
	Span

	for MME and SAT with Essay information

	www.michigan.gov/psat
	www.michigan.gov/psat
	www.michigan.gov/psat
	Span

	for PSAT 10 and PSAT 8/9 information

	•
	•
	•
	•
	Michigan Educator Hotline



	(866) 870
	(866) 870
	-
	3127 or email 
	michiganadministratorsupport@collegeboard.org
	michiganadministratorsupport@collegeboard.org
	Span


	Contact the Michigan Field Team
	Contact the Michigan Field Team

	-
	-
	-
	-
	-
	Jason Feig
	jfeig@collegeboard.org
	jfeig@collegeboard.org
	Span



	-
	-
	-
	Kari Anama
	kanama@collegeboard.org
	kanama@collegeboard.org
	Span



	-
	-
	-
	Ted Gardella
	tgardella@collegeboard.org
	tgardella@collegeboard.org
	Span





	•
	•
	•
	•
	Weekly Spotlight


	-
	-
	-
	-
	Look for information about upcoming webinars





	Thank You!
	Thank You!
	Thank You!
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	Resources







