Developing Your Roster, Planning Rooms, and
Administering Tests in Nonstandard Testing Rooms
Michigan Webinar — March 30 and April 5, 2016
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Objectives

+ Understand the different accommodation types and room groupings
+ |dentify steps for building your roster and planning your rooms
+ Understand the process for testing students with accommodations

+ Review receiving and return procedures
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SAT Testing Dates

+ April 12, 2016
- Students testing without accommodations ( )

- Students testing with accommodations that can be provided with standard materials in the standard
testing environment ( )

- Students testing Roster Non-Standard accommodations (Pink)

+  April 12 - 15, 2016

- Students testing with accommodations that appear on the Non-Standard Accommodations Report
(NAR) (Cyan)

- Students testing with State-Allowed Accommodations (SAA) (Lime)
- Note:
— For accommodations that do not require multiple days, testing must be completed in one day

— Students who test over two days must test on consecutive days

+  April 26, 2016 (Makeup)
- Any student who missed the primary test date
- Students testing with accommodations that appear on the NAR will test April 26-27, 2016
- All testing procedures are the same as the primary test date
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PSAT Testing Dates

+  April 12-13, 2016
- Students testing without accommodations (Maroon or Orange)

- Students testing with accommodations that can be provided with standard materials in the standard
testing environment (Maroon or Orange)

- Note:
— All students in the same grade must be tested on the same day
— Schools can choose the date that works best for them

+  April 12 - 27, 2016

- Students testing with accommodations that appear on the Non-Standard Accommodations Report (NAR)
(Pink)

- Students testing with State-Allowed Accommodations (SAA) (Lime)

- Note:

— For accommodations that do not require multiple days, testing must be completed on one of the days
during the window

— Students who test over two days must test on consecutive days, and their testing must begin by April
26 in order for all testing to be completed by April 27, 2016

— Students who test over two days must test on consecutive days
+  April 26-27, 2016
- Students testing without accommodations who missed the primary test date
- All testing procedures are the same as the primary test date @
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Module 1
Room Groupings

Objectives
+ Understand the types of rooms required
+ Understand how rooms are grouped for each assessment

+ Understand who is responsible for overseeing test for each room type
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Module 1
SAT Room Groupings, Standard Room

Standard Testing Room

+ Overseen by the Test Center Supervisor
+ Students will use Agua test books

+ Associate Supervisors will read the Aqua test scripts

Standard Testing Room(s)

The standard room will include students testing without accommodations as well as those testing with the
following accommodations:

002 Large print test book — 14 point 005 Large-block answer sheet

006 Maéniﬁer 041 Written copy of oral instructions
042 Permission for food/medication 043 Wheelchair accessibility

051 Preferential seating 052 Write answers in test book

053 Other Assistance — Center Testing 066 Auditory amplification/FM system

6
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Module 1
SAT Room Groupings, Roster Non-Standard Room

Roster Non-Standard Testing Room

+ Overseen by the Test Center Supervisor

+ Students will use test books

+ Associate Supervisors will read the test scripts
Roster Non-Standard Testing Room(s)

Students testing with some common accommodations will also test under the Test Center Supervisor. These
students will test in rooms separate from the standard room(s) and students with the same timing should

be grouped into individual rooms. For example, you will need 3 separate rooms if you have students testing
with 50% extended time for reading (entire test), students testing with extended time on the essay only, or

students testing with 50% extended time only on the math section.

017 50% extended time Writing (Essay only) 039 Extended breaks

018 50% extended time Math (Math Test only) 040 Extra breaks
068 Permission to test blood sugar

151 Four-function calculator on Math Test - Mo Calculator section

NOTE: The accommodation name will appear on the Eligibility Roster and NAR to assist with grouping
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Module 1
SAT Room Groupings, NAR Non-Standard Room

NAR Non-Standard Testing Room
+ Qverseen by the SSD Coordinator
+ Students will use Cyan test books or appropriate format (e.g. Braille)

+ Associate Supervisors will read the Cyan test scripts

NAR Non-Standard Testing Room(s)

Students with different accommodations can be grouped into the same room provided they have the same
timing or an accommodation that won't be disruptive to other students in the room. For example, if you have

students that will be testing with large print 20 pt., Braille, 100% extended time reading, and a reader, you will
need three rooms because students with large print and braille accommodations can be tested in the same

roQOrm.

003 Large print — 20 pt.

022 100% ext. time Writing (Essay only)

023 100% ext. time Math (Math Test only)

026 Greater than 100% Reading

004 Large print > 20 pt.

027 Greater than 100% Writing

007 Magnifying machine

028 Greater than 100% Math

008 Braille 044 Breaks as needed
009 Braille Graphs (used with Braille or audio) 063 One- to-one testing
011 Reader 064 School testing (no center)

012 MP3 Audio format

065 Late start time

013 Writer/scribe to record responses

067 Home testing

014 Computer for Essay only

070 Limited testing time

016 50% extended time Reading (entire test)

150 Assistive Technology Compatible (ATC) format

021 100% ext. time Reading (entire test)

NOTE: The accommodation name will appear on the
Eligibility Roster and NAR to assist with grouping
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Module 1
SAT Room Groupings, State-Allowed Room

State-Allowed Testing Room
+ Overseen by the SSD Coordinator

+ Students will use test books
+ Associate Supervisors will read the test scripts
+ Student scores are NOT college reportable

State-Allowed Room(s)

Students testing with State-Allowed Accommodations will test in rooms separate from other standard or
accommodated students because the scripting and test materials are different. Students with different

accommodations can be grouped into the same room provided they have the same timing or an
accommodation that won't be disruptive to other students in the room.

090 Sign language Interpreter 096 Use of bilingual dictionary or glossary
113 Translated Instructions — Spanish 114 Translated Instructions — Non Spanish
118 Sign the Reading and Writing 119 Responds in ASL for Reading/Writing
121 Responds in ASL for Mathematics 123 50% ext. time Reading (entire test)
126 50% extended time Writing (Essay only) 131 50% ext. time Math (Math only)
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Module 1
PSAT Room Groupings, Standard Room

PSAT 8/9

+ Overseen by the Test Center Supervisor

+ Students will use Maroon test books

+ Associate Supervisors will read the Maroon test scripts

PSAT 10

+ Overseen by the Test Center Supervisor

+ Students will use Orange test books

+ Associate Supervisors will read the Orange test scripts

Standard Testing Room(s)
The standard room will include students testing without accommeodations as well as those testing with the

following accommodations:

002 Large print test book - 14 point 005 Large-block answer sheet

006 Magnifier 041 Written copy of oral instructions
042 Permission for food/medication 043 Wheelchair accessibility

051 Preferential seating 052 \Write answers in test book

053 Other Assistance — Center Testing [ 066 Auditory amplification/FM system
069 Small group setting 5
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Module 1
PSAT Room Groupings, Non-Standard Room

PSAT 8/9 and PSAT 10

+ Qverseen by the SSD Coordinator

+ Students will use test books or appropriate format (e.g. Braille)
+ Associate Supervisors will read the test scripts

Non-Standard Testing Room(s)
The non-standard room includes students testing with the following accommodations. Students with
different accommodations can be grouped into the same room provided they have the same timing or an

accommeodation that won't be disruptive to other students in the room. For example if you have students that
will be testing with large print 20 pt., Braille, 50% extended time reading, 100% extended time reading, and a
reader, you will need four rooms because the student with large print and Braille can test in the same room.

003 Large print — 20 pt. 026 Greater than 100% Reading
004 Large print > 20 pt. 027 Greater than 100% Writing
007 Magnifying machine 028 Greater than 100% Math
008 Braille 039 Extended breaks
009 Braille Graphs (used with Bralﬁlg or audio) 040 Exira breaks
011 Reader 044 Breaks as needed
012 MP3 Audio format 063 One- to-one testing
013 Writer/scribe to record responses 064 School testing (no center)
014 Computer for Essay only 065 Late start time
016 50% extended time Reading (entire test) 067 Home testing
017 50% extended time Writing (Essay only) 068 Permission to test blood sugar
018 50% extended time Math (Math Test only) 070 Limited testing time
021 100% ext. time Reading (entire test) 150 Assistive Technology Compatible (ATC) format
022 100% ext. time Writing (Essay only) 151 Four-function calculator on Math Test — No
023 100% ext. time Math (Math Test only) Calculator section @
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Module 1
PSAT Room Groupings, State-Allowed Room

State-Allowed Testing Room

+ Qverseen by the SSD Coordinator

+ Students will use Lime test books

+ Associate Supervisors will read the Lime test scripts
+ Student scores are NOT eligible for scholarships

State-Allowed Room(s)

Students testing with State-Allowed Accommodations will test in rooms separate from other standard or
accommodated students because the scripting and test materials are different. Students with different

accommodations can be grouped into the same room provided they have the same timing or an
accommodation that won't be disruptive to other students in the room.

090 Sign language Interpreter 096 Use of bilingual dictionary or glossary
113 Translated Instructions — Spanish 114 Translated Instructions — Non Spanish
118 Sign the Reading and Writing 119 Responds in ASL for Reading/\Writing
121 Responds in ASL for Mathematics 123 50% ext. time Reading (entire test)
126 50% extended time Writing (Essay only) 131 50% ext. time Math (Math only)

b
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Module 1
SAT & PSAT Room Groupings, 1:1 Rooms

Certain accommodations will require a 1-to-1 testing room due to the
nature of the accommodation, those are:

Reader

=+

+ Scribe
+ MP3 only if NOT using headphones
+ 1:1

+ Any accommodation that will make noise or cause distraction to other testers
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Module 2
Developing Rosters

Objectives

+ Understand how to pull the Eligibility and Non-Standard

Accommodations Report from SSD Online

+ Review one method for building your roster
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Module 2
SSD Online Rosters

+ Eligibility Roster
- Reflects all students and their approved accommodation(s)
- Access from SSD Online Dashboard

+ Non-Standard Accommodations Report (NAR)

- Reflects students approved for an accommodation for a specific

administration

- Generated from SSD Online Dashboard
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Module 2
Developing Rosters

+ The Test Center Supervisor and the SSD Coordinator should work

together to confirm the students testing and finalize room planning

+ The combination of the following lists will be the source documents
for your room rosters
+ Test Center Supervisor

- Pull the Pre-ID Student Report from the Secure Site

+ SSD Coordinator
- Pull the Eligibility Roster from the SSD Online system
- Pull Non-Standard Accommodations Report (NAR) from the SSD Online

system
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Module 2
Eligibility Roster

+ The SSD Coordinator will download the Eligibility Roster from SSD
Online

) CollegeBoard My Account | Logeut

Services for Students with Disabilities

Dashboard

18 Students 2%perpage » 4 »

Go To State-Allowsd A davon Dashboard >

Mamowby: Al Statuses « Al Accommodations Al Dates « w Enter Student Name or SSD Number Q

7] Onty show students with Dending AOCHCADONS * ACCOmmOdanont that were provsded b not requedted
Suns A @O Swoam Seomiled  Recewved  Naxd SAT
Regatraton

o @ Demos, Nuyorker (S0007631367) orroms~ 11 Jan

Cacuianons =50% (me and L'7) Reading «50% (Wme and 1.2) Wrtng 2016

-5;:-"-‘0!'2-

»or Bobberton, Robert (#00075671252) ceroa -
W TTID

o1 Castaneda, Nicole (#0007457412) oeroes -
W TTRD

ot Doe, John (#0007554501) oemoms~
YR TTED

+ This roster provides a list of ALL students approved for

accommodations @
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Module 2
Eligibility Roster Roster S e o s st b oo (D D

Oale Guneraled Feb 8, 2016
Sehal Code 311262

Schoal Name ETS HOH SCHOOL'MARGD

Sample roster 1428 Lowet Ferry Road Madl Stop 0BG Rbam QB0 Ewing, M 02818, US

E31idaa

ViewBy: & Gopde Lo Adphornerical by Flame Koy CT = Conber Tesfmg, 5T = School Texing
Graduating Seniors

Pizase nview e sccommedations and gradeaton daio for eech sludond and indiceia chanpes an mcecsary. Shudarms who ame ESad as
paduatng s=rmit |gede 12] well be romoeed b Tie desl rosler iides offieratae nofed
Sadprodtests, Studenth (S0007000002)
[[] &t Enginie ] Mo Longes Mesds Accommodstions [ Moved t Wew-Schoal
] Chamges Accommadaion {muzt siformil Change Fom]

e I—

PTRAG S50% R and 2T CT
Raadisg 5% dima and 105 1CT)
Belmiarmatcal Caitulaions -S00 e and 13) (ET)

10th Graders Currenily Approved for Accommodations

CTiest, S5Dtest (RODOTEID00I)
[] B Engizie 7] Mo oeges Noeds Accommadabons. [ Kevad b M Schioal
D Cnarged Aocommadafons (musl suoel Change Farm)

) —

Smak group celing (CT)
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Module 2
Non-Standard Administration Report (NAR)

+ The SSD Coordinator will download the NAR for each assessment
from SSD Online

[

20 Students |25perpage [*] « | » | Create Eligibility Roster
Go To State-Allowed Accommodation Dashboard v
Create Monstandard Administration Report | v
AP
Clear al PSAT/NMSQT & PSATI0
Narowby: | All Statuses v || All Accommodations v || All Dates v | 55220 Enter Student Name or §SD Number Q SAT Sehonl DAy Apr 12 2018
Only show students with pending Applications * Accom ions the oAt __MEY 07, 2018 /
Status - @ Student Submitte Mext SAT
Reqgistration
AVATING @ Doe, John (#0007554501) orrions~ 26 Feb
DOCUMENTATION Requested: Reading +50% (time and 1/2), Writing +50% (time and 1/2), Mathematical Calculations 2016
+50% (time and 1/2)
- Bobberton, Robert (#0007571252) oPrions ~
SUBMITTED
NOT Castaneda, Nicole (#0007457412) orftions~
SUBMITTED
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Module 2
Non-Standard Administration Report (NAR)

+ For PSAT, select from the list the students who will be testing (or click
“select all”)
+ For SAT, only registered students are displayed

+ Click “Create”

cloan i |
Please select any students with College Board approved accommadations
fram the List below that require PSATNMEQT ar PSAT 10 Nonstandard
Adminitration Reports (NARS). Please note thal students with approved
State-Alliowed accommodations are nat irsted below, bul wiil be
automatcally

inciuded mn the gensramd NAR.

sefect all | clear all

¥ CTiest, $30test (#0007639003)

¥ Fixed, 55Dtest [#000TE58703)

71 85Det, Teatilar (WOOOTETO0TE)

71 Ssdprodtesth, Studenth (#0007000002)

MICHIGAN)
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Module 2
Non-Standard Administration Report (NAR)

Sample of Non-Standard and State-Allowed version

SAT Specific Test Date — School Day Test Version

SAT Specific Test Date — School Day Test Version (Summary Roster)

2012 SAT® Nonstandard
Administration Report

Date Generated:

School Code:

School Name:

Test Date:

The following is a summary roster of students testing with College Board approved accommodations. Detailed Nonstandard
Administration Reports for each student are available in the following pages. and listed in the same order as in the tables below.

= The students listed below are grouped by the test type for which they are registered (SAT test and SAT with Essay test and
their approved accommodations are indicated. On test day students taking different types of tests (SAT test and SAT with

Mar 8, 2012
342027

FIRST FLIGHT HIGH SCHOOL
100 Veteran Drive, Kill Devil Hills, NC 27948, US

Mar 10, 2012

Essay test) must test in separate rooms.

= Additionally, students whose accommodations require different testing schedule (e.g. extended time vs extra breaks vs
standard timing) should test in separate rooms to minimize distractions during testing.

SAT

LAST NAME
CONNELLY
FERRELL

GUY

SAT With Essay

CLAUS

SMITH

FIRST NAME SSD# Accommodations
KATY #0004118359
GABRIELLA #0007156089
FIERY #0007156098
SANTA #0004118359
JOHN #0007156089
BOB #0007156098

SAT Specific Test Date — School Day Test Version with State-Allowed

Accommodations (SAA)
SAT Specific Test Date — School Day Test Version with SAA (Summary Roster)

2012 SAT® Nonstandard

Administration Report for State-Allowed Accommodations

Date Generated:

School Code:

School Name:

Test Date:

The following is a summary roster of students testing with State-Allowed Accommodations. Detailed Nonstandard Administration
Reports for each student are available in the following pages.

Please note that students testing with State-Allowed Accommodations will not receive reportable scores.
Add some instructional text here.

Apr 8,2012
342027

FIRST FLIGHT HIGH SCHOOL
100 Veteran Drive, Kill Devil Hills, NC 27948, US

Apr 11, 2012

SAT
CONNELLY KATY #0004118359
FERRELL GABRIELLA #0007156089

SAT With Essay

CLAUS SANTA #0004118359

DOE JOHN #0007156089

SAT Subject Test

SMITH KATY #0004118359

WINFREY OPRAH #0007156089

21
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Module 2
Pre-ID Student List

+ The Test Center Supervisor will pull the Pre-ID Student List from the
Secure Site
- For instructions, http://www.michigan.gov/documents/mde/Pre_|D_quick reference_478308_7.pdf
+ Download a copy in an excel format, for each grade level

| | LAl I\I
T STUDENT I | STUNEENT MAWE FATH DATE | GENTET GRADE ETHRICTY EP = 1] HL WS HE PREITIDATE: | LA P‘ I '| MATHEMATICS

O TESEANG | TS0 fiiey, Apreetian B oEENE  F il Wnie N N t. N H W CIOBZNE | SAT-PW. | SAT-PP

|

[

| 13 VISITIOEGE | 10NHT Hiderion TYME L DiRE  M " wide H H 5 N H M DHISRGIE | SAT-FE® . SAT-PP

i ._ ABSOSEAMAY Aliahder M Ddange F 1 it or Maie Rarss M ] ¥ L] M L] Lo bt ] EAT . BR LT - PP

|

1 T 16000 Resena TVRAS C DM F n While N " N ] N N CMIBNE | BAT-RE | SAT. PR

|- MDA | 16018 Ashry_Lgnanes T nHTNE M " whip H H N W N H DWOBTIGIE | SAT-PR . | BAT-PP

|10 WEITEETT | 1105 Sanks. Jaem NGNS F kil Back oy Acan Amencan N H L] N H ] CIBIE | BAT-FF | SAT-RF "

¢ & [B2345 p p| Paeswid w 8 s 115 g

+

This will be your source roster which you’ll update with
accommodations type and rooms

MIC IGAN@
S
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Module 2
Develop Roster

+

In excel, hide the columns of the Pre-ID list that are not needed

+ Add columns for requested and approved accommodations

+

Compare the Pre-ID list to the Eligibility Roster from SSD Online

(= IR, R R TR N

+

¥

4

A B B] E G
Requested Approved
School uIc Student Name [Birth Date |Grade | Accommeodations Accommodation
50 % Extended Time Math
High School [ 1234567890|5tudent 1 3/18/1999 11|Extended Time NOTYET APPROVED
High School | 2234567390 (Student 2 5/16/1999 11|Reader Reader
High School [ 3234567890 |5tudent 3 4/14/1999 11
High School [ 4234567890 |5tudent 4 2/20/1999 11|Extended Time 100% Extended Time
High School [ 5234567890 |5tudent 5 2/23/1939 11(Large Print Large Print - 14 Point

For each student,

- Add the requested accommodation to the excel file
- Add the approved accommodation to the excel file
- Leave blank if no accommodation requested

23
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Module 2
Develop Roster

+ For students not yet approved, add to list, but mark as not yet
approved

- To identify these students, sort the SSD Online Dashboard by status

+ Once updated with all accommodations, sort the file by the
approved accommodation

+ Add a column for room type

. 4

A B O E G R 5 T
Requested Approved
1 School uic Student Name |Birth Date |Grade | Accommodations Accommodation Room Type
2 High School | 4234567890|5tudent 4 2/20/1999 11|Extended Time 100% Extended Time
50 % Extended Time Math
3 High School | 1234567890 |Student 1 3/18/1999 11|Extended Time NOT YET APPROVED
4 High School | 5234567890|Student 5 2/23/1999 11|Large Print Large Print - 14 Point
5 High School | 2234567890|Student 2 5/16/1999 11|Reader Reader
6 High School | 3234567890|Student 3 4/14/1999 11

. © CollegeBoard 4= Eﬁdﬁgg@



Module 2
Develop Roster

+ Add a column for room type

+ Compare the approved accommodations to the room group
and add to file

A B ) E G R & T
Requested Approved
1 School uic Student Name |Birth Date |Grade | Accommodations Accommodation Room Type
High School | 42345678530|5tudent 4 2/20/1999 11|Extended Time 100% Extended Time NAR Room
50 % Extended Time Math
3 High School [ 1234567850 |5tudent 1 3/18/1999 11|Extended Time NOT YET APPROVED Roster Non-Standard
4 High School | 5234567890|5tudent 5 2/23/1999 11|Large Print Large Print - 14 Point Standard
5 |High School | 2234567890|Student 2 5/16/1999 11|Reader Reader NAR Room
6 High School | 3234567890 |5tudent 3 4/14/1999 11 Standard
Standard Testing Room(s)
The standard room will include students testing without accommodations as well as those testing with the
ammodations:
002 Large print test book — 14 point 005 Large-block answer shaet
RSN  Roster Non-Standard Testing Roomis)
LE e RSET TS Students testing with some common accommodations will also test under the Test Center Supervisor. These
% 051 Preferentia students will test in nooms separate from the standard roomis) and students with the same timing should
£ 053 Othar Assid be grouped inte Individual rooms. Foar example, you will need 3 separate rooms if you have students testing
% ] 1L 5070 extanded time for reading (entire test), students testing with extendead time on the sssay only, or
o — w students testing with 50% extended time only ey Non-Standard Testing Room(s)
) 015 Other Assistance — School Testing s
e 017 50% extended tirme \Writing (Essay only)
8 R E: R BT T L PR R PR ETO R RG] students that will be testing with large print 20 pt., Braille, 1 ded time reading, and & reader, you will
4 need three reoms because students with large pnint and braille accommeodations can be tested in the same
roaem
003 Large print — 20 pt. 022 100% ext. time Writing (Essay only)
023 100% ext. time Math (Math Test only) 026 Greater than 100% Reading
_ 004 Large print > 20 pt. 027 Greater than 100% Writing
007 Mapgnifying machine 028 Greater than 100% Math




Module 3
Planning Rooms

Objectives

+ Determine the number of rooms needed

+ ldentify resources needed to support the number of rooms

GCollegeBoard + M'C"A-":" hﬁ@
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Module 3
Room Planning

Initial Planning

+ After updating with the students’ approved accommodation, sort your Pre-ID
list/Roster file by the room type
+ Count the number of students in each room type
+ ldentify rooms that meet the room requirements and confirm the staffing needs,
per the Supervisor’'s Manual
+ For students not yet approved for testing, include them in your count so you
have a seat for them in the expected room
A B D E G R 5 T u
Requested Approved
1 School uIc Student Name |Birth Date |Grade | Accommodations Accommodation Room Type Room Count
2 High School [4234567350|5tudent 4 2/20/1999 11|Extended Time  |100% Extended Time NAR Room Room A {cyan)
50 %5 Extended Time Math
3 High School | 1234567890 |5tudent 1 3/18/1999 11|Extended Time NOT YET APPROVED Roster Non-5tandard | Room B (pink])
4 | High School | 5234567890 |Student 5 2/23/1999 11|Large Print Large Print - 14 Point Standard Room C (aqua)
5 High School | 2234567890|5tudent 2 5/16/1999 11|Reader Reader NAR Room Room D (cyan)
6 High School [ 3234567850|Student 3 4/14/1999 11 Standard Room C (aqua)
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Module 3
Room Planning

Final Planning
+ The day before testing, confirm the final list of students approved

for accommodations
+ Adjust room assignments

+ Students with accommodations can ONLY be tested in

accommodated rooms if they are approved for the accommodation

A B D E G R 5 T u
Requested Approved
1 School uic Student Name |Birth Date |Grade | Accommodations Accommodation Room Type Room Count
2 High School [ 4234567890|5tudent 4 2/20/1939 11|Extended Time  |100% Extended Time NAR Room Room A {cyan)
3 High School [ 1234567890|5tudent 1 3/18/1999 11|Extended Time |50 % Extended Time Math |Roster Non-Standard | Room B (pink])
4 High School | 5234567890 |Student 5 2/23/1939 11|Large Print Large Print - 14 Point Standard Room C (aqua)
5 High School | 2234567890|5tudent 2 5/16/1999 11|Reader Reader NAR Room Room D (cyan)
6 High School [ 3234567350|Student 3 4/14/1999 11 Standard Room C (aqua)

28
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Module 3
Rooms & Staffing

+ Different room configurations can change staffing needs
- Example: Your school is testing 100 juniors

Room Configuration Option # 1

+ Using 4 classrooms of 25 students each

+ b5 staff members needed (plus Hall Monitor)

Test Center Supervisor

Associate Associate Associate Associate
Supervisor for Supervisor for Supervisor for Supervisor for
Room #1 Room #2 Room #3 Room #4

MICHIG, m“@
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Module 3
Rooms & Staffing

+ Different room configurations can change staffing needs
- Example: Your school is testing 100 juniors

Room Configuration Option # 2

+ Using the gym to test all 100 students together

+ 4 staff members needed (plus Hall Monitor)

Test Center Supervisor

Associate Supervisor

""'C"A!Ew'?:’@
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Module 4
Receiving & Separating Materials

Objectives
+ Learn steps necessary to receive and secure test materials

+ Understand the process to separate and organize materials in

advance of test day

MICI_A!EHMH@
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Module 4
Test Materials

Materials Order Volume
The College Board will determine your school’'s material order based on:

+ The students pre-identified in the Secure Site prior to the close of the Pre-ID
window (2/16)

+ The students approved for accommodations through the College Board’'s SSD
Online system

Test Materials Overage

+ The College Board will ship a small overage of standard test materials to account
for students who transferred to your school after the pre-ID window was closed

+ All test-takers to be registered on test day must be pre-identified in the Secure
Site before testing

+ The school must generate a pre-ID label on site and affix the label to the answer
sheet. Schools will receive a set of blank labels as part of the test materials
shipment

""'C'ﬂﬁ.ﬁ'ﬁ:’@
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Module 4
Test Materials

+ All standard materials were shipped for arrival the week of March 218t

All schools should have received their standard materials

+ Non-standard materials are shipping based on each school’s spring

break dates

- For schools out the week of April 4", you should expect shipments to arrive

this week

- For all other schools, shipments will arrive the week of April 4" with all

deliveries by April 11t

- College Board will notify schools directly if there are any delays or changes to

the shipping schedule

MICI_A!:EHMH@
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Module 4
Test Materials
+ Schools will receive an overage of accommodated materials to support accommaodation
requests still in review. Students should be tested using these materials ONLY if they have
been approved in SSD Online
- All requests submitted by the February 16th deadline have been reviewed and students will test on
April 12th (or April 12-27 for PSAT) if accommodations were approved.

- For requests submitted after February 16th , we will continue to review. SSD Coordinators should
check their SSD Online Dashboard and NAR for late approvals. Any students with an approved

status by test day, may test if materials are available.

- For requests that were not approved for the primary date, schools may submit additional
documentation for review or submit a state-allowed accommodation for the student to test on the
makeup day. Or, the student/parent may choose to test on the primary test date without the

accommodation.
- Late requests submitted through March 18th will be reviewed for the make-up test.

- Late requests submitted after March 18th will be reviewed but will not be in time for Spring 2016

testing. Therefore, schools may apply for state-allowed accommodations or have students '@

without accommodations. 6 CollegeBoard 4= Eﬁ%&gﬂtlﬂn



Module 4

Tracking Materials
+ Tracking numbers will be made available on the Material Order
Summary Report under the Assessment Registration and Material
Orders menu in Secure Site at www.michigan.gov/baa-secure .
- Log on to the Secure Site at www.michigan.gov/baa-secure with your
MEIS login and password.
- Go to Material Orders from the Assessment Registration menu, then
select Material Order Reports.
- Select the Material Order Summary as the Report Option.
- Select the Test Cycle, ISD, District and School. If a district level user,
you are not required to select a school and can search by district.

- Click the View Report button at the bottom right. The orders will be listed
under the Search Results with a tracking link to the far right.

© CollegeBoard + i '“'"C"!c ":’@
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Module 4

Receiving & Separating Materials
Inventory Test Materials

+ Confirm you have received all cartons

+ Boxes will be marked by program type (i.e. SAT, PSAT 8/9, PSAT 10) and
by number received for each program (e.g., 1 of 3, 2 of 3, 3 of 3)

+ Non-standard materials for NAR accommodations and SAA materials are
addressed to the SSD coordinator

+ Contact TAS immediately if there is a problem with the shipment (see
Supervisor’'s Manual for specific instructions)

Securing Test Materials

+ Ensure test materials are stored in a secure, locked location large enough
to accommodate all materials

+ Ensure students do not have access to the storage location

+ Confirm that only you and your designated staff have access to the locked
storage area

© CollegeBoard 4 Eﬁ%%:@
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Module 4
Receiving & Separating Materials

Separate materials by type, using the materials matrix

+
PSAT ™ 8/9 PSAT ™10 SAT®
- Monstandard + Monstandard . Monstandard
i s Stﬂndﬂn:t Iestmg Testingwith | Standar;it;mmg Testingwith | Standar?t;eshl‘hg Tosting with
SHENE wu-dat' Accommodations 0 he i . Accommodations PR SR - i Accommeodations
Accommodations| . luding, SAAs i [ = WS Aocommodations| o e KA
e b PEAT 8/0 T —
PRAT B PSAT 840 g PSAT 10 PSAT 10
e PEAT 8D =i
— = |l -
- =3 = == = ==
s
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Module 4
Distributing Materials

+ In advance of test day, the Test Center Supervisor and SSD Coordinator

should organize materials for each room

+ Use the number of rooms identified to segment the appropriate number of
test books, the pre-labeled answer sheets and appropriate forms and

manuals
+ Log the serial numbers assigned to each room and Associate Supervisors
+ Refer to your Supervisor’s Manual for additional instructions

+ Remember, Associate Supervisors need to update their test room scripts
per the instructions in the Michigan Supplement Manual. Revised scripts

will be posted on the Michigan website (www.collegeboard.org/michigan)

MIC IGAN@
p:n e
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the week of April 4th
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Module 5
Administering in Accommodated Rooms

Objectives

+ Review the timing required for testing
+ Plan for testing with accommodations

+ Understand how to administer the test with accommodations

MICHIG, m"@
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Module 5
Standard Time

+ For students testing without accommodations or those testing with
accommodations that don’t impact timing, testing is as follows:

SAT with Essay PSAT™ 10 PSAT™ 8/9
(in minutes) (in minutes) (in minutes)
Reading 65 60 55
Break 10 5 5
Writing and Language 35 35 30
Math (no calculator) 25 25 20
Break 5 5 5
Math (with calculator) 55 45 40
Break 2 N/A 5
Variable section with Reading, Writing, N/A N/A 20
or Math Questions
Book collection/Essay distribution 15 5 5
Essay 50 N/A N/A
Total (h , minut
otal (hours, minutes) 4h, 22m 3h 3h, 5m

40
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Module 5

Extended Time
+ There is no self-pacing. Students must stay for entire length of test
+ Students approved for extended time will also be provided extra breaks
+ Students with different amounts of extended time test in different rooms
+ Extended time is only for the sections for which it is approved

- Extended time for reading — extended time for entire test

- Math Only — extended time only for math sections only

- Writing Only — extended only for essay. If not taking essay, will test in
standard test room

+ 100% Extended Time

- Students will test over 2 days for SAT and PSAT
+ 50% Extended Time

- Students will test over 2 days for SAT

- Students will test on 1 day for PSAT

”'C'i!p‘é.ﬁ'?:’@
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Module 5
Extended Time, SAT

Students approved for
Extended Time in Reading:

50 % Extended Time 100% Extended Time

Students approved for
Extended Time in Math only:

Students approved for Extended

Time in Writing only:

50% Extendad Time 100% Extended Time 50% Extended Time  100% Extended Time
Reading Test 49 minutes 65 minutes 3 - Tast &5 minutes &5 minutas
pe——— e Reading Test 65 minutes 65 minutes Reading LIl u
49 minutes 65 minutes . .
S-minute break S-minile break S-minute break H-minute break
5-minute break 5-minute break
Wiriting and 35 minutes 35 minutes Writing and 35 minutes 35 minutes
Writing and 63 minutes 70 minutes Language Test E-minute break S-minute break Language Test
Language Test 5-minute break 5-minute break
MathTest - R S minies Math Test - 38 minutes 50 minutes :ﬂﬂﬁ:w 25 minutes 25 minutes
No Calculator Mo Caleulator Caleu
END OF DAY 1TESTING S-minute break S-minute break S-minute break S-minute break
Math Test - 42 minutes 55 minutes Math Test - 55 minutes 55 minutas
Calculator 5-minute break 5-minute break MathTest - 42 minutes 55 minutes Calculator
41 minutes 55 minutes Calculator S-minute break S-minute break
41 minutes 55 minutes Z-minute break Z-minute break
2-minute break 2-minute break
Essay Test 38 minutes 60 minutes 2-minute break 2-minute break EssayTest 3:3 minutes 50 minutes
5-minute break 5-minute break S-minute braak H-minute break
37 minutes 50 minute Essay Test 50 minutes 50 minutes A7 minutas B0 minutes
Testing time: |5 hours 46 minutes |7 hours 40 minutes Testing time: 4 hours 31 minutes |5 hours 10 minutes Testing time: 4 hours 18 minutes |4 hours 40 minutes
Break time: 27 minutes 27 minutes Break time: 20 minutes 20 minutes Break time: 20 minutes 20 minutes

+ Other extended time testing

Reader or Writer/Scribe — 50% extended time (unless approved for a greater amount)

MP3 Audio — 100 % extended time (unless approved for a greater amount)

O CollegeBoard %
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Module 5
Extended Time, PSAT 10

Students approved for Students approved for

Extended Time in Reading:

Extended Time in Math only:

‘ 50% 100% 50% 100%
Extended Time | Extended Time Extended Time | Extended Time
45 minutes 60 minutes
Reading Test 5-minute break | S-minute break Reading Tost o it 60 minutes
45 minutes 60 minules S-minute break S-minute break
S-minute break S-minute break Writing and
25 minutes 35 minutes
Writing and 53 minutes 70 minutes Language Test
Language Test S-minute break S-minute break S-minute break S-minute break
Math Test = Math S5
No Calculator 38 minutes 50 minutes No caﬂm e 38 minutes 50 minutes
5-minute break .'%::Hg'gnﬂ? 1 S-minute break | S-minute break
- 34 minutes 45 minutes
Math Test - 34 minutes 45 minutes Math Test - 5-minute break | S-minute break
Calculatar S-minute break S-minute break Calculator ;
34 minutes 45 mindites % 34 minules 45 minutes
Total Testi i Total Testing 3 hours 3 hours
Time: ng 4 hours 9 minutes 5 hours 30 minutes Time: 21 minules 55 minutes
Total Break Time: | 25 minutes 20 minutes Total Break Time: | 20 minutes 20 minutes

+ Other extended time testing
- Reader or Writer/Scribe — 50% extended time (unless approved for a greater amount)
- MP3 Audio — 100 % extended time (unless approved for a greater amount)

© CollegeBoard E‘&d&ﬁﬁ'ﬁ:’@
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Module 5
Extended Time, PSAT 8/9

Students approved for
Extended Time in Reading:

Students approved for

Extended Time in Math only:

Other extended time testing

Reader or Writer/Scribe — 50% extended time (unless approved for a greater amount)

50% 100% 50%: 100°%
42 minutes 55 minutes
Reading Test 5 colniiha iak B i e bk Reading Test 55 minutes 55 minutes
41 minutes 55 minutes S-minute break S-minute break
S-minute break S-minute break Writing and
30 minutes 30 minutes
}'_‘:’;t;“uﬂi;;'?rm 45 minutes 60 minutes Language Test x '
S-minute break S-minute break 1 Srmirude. hreak S-minule break
ast =
ke Bk %-.:ﬂﬁf Day 1 5-minute break 5-minute break
9 o 30 minutes 40 minutes
Math Test — 30 minutes 40 minutes Caleulatn 5-minute break 5-minute break
Calculator S-minute break S-minute break s 30 minutes 40 minutes
30 minutes 40 minutes
Total Testing 3 hours 4 hours Total Testing 2 hours 3 hours
Time: 28 minules 50 mintites Time: 55 minuies 25 minutes
Total Break Time: | 25 minutes 20 minutes Total Break Time: | 20 minutes 20 minutes

MP3 Audio — 100 % extended time (unless approved for a greater amount)

44
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Module 5
Extra Breaks

+ Extra Breaks — follow break schedule for extended time. Students

get additional five-minute breaks

+ Extended Breaks — same number of breaks as standard testers,

but lengths are twice as long

+ Breaks as Needed — student may break at any time. On NAR —

should test 1:1 to avoid distractions

MICHIG, m"@
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Module 5
Reading Accommodations

+ Large Print

- Font sizes are typically 14 point or 20 point, but students can be
approved for more

- Large Print 14 point testers will test in the standard room unless they
have been approved for other accommodations as well, in which case
they will test in a nonstandard test room

- Large Print 20 points testers will test in the NAR room

+ Reader

Human reader; reads reader script

Reads entire test (all sections, including questions and answer options)

Must test in 1:1 setting; each student needs their own reader

MIC IGAN@
pm e

Education

Tests with 50% extended time, unless approved for more
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Module 5
Reading Accommodations, continued

+ MP3 Audio

- MP3is an audio version of test, delivered on a flash drive. Requires
installation on local machine

- Students receive 100% extended time, unless approved for more.
Additional time for Section 2

- Student listens to test

- Student may test in small groups IF headphones are used
- See special instructions sent with test

- See special instructions for use with Chrome Book

+ Assistive Technology Compatible (ATC) Format
- ATC is an accessible word format of test, for use with screen readers
- Delivered on a flash drive. Requires installation on local machine

- Encourage student to use practice test to ensure compatibility with
technology and become familiar with instructions

- See special instructions sent with test q
. © CollegeBoard Eﬁ%@ﬁ”%




Module 5
Writing Accommodations

+ Scribe

- Writes all responses for student

- Requires a 1:1 setting

- Tests with 50% extended time, unless approved for more
+ Record Answers in Test Book

- Student records answers in test book

- Student tests in standard room

- Follow instructions in Supervisor’'s Manual, regarding the returning of
these materials

+ Enlarged (Large Block) Answer Sheet
- Student records answers on a modified answer sheet
- Students test in standard room
+ Computer (SAT Essay Only)
- Allows student to use a word processor only. No spell check, grammar

check, or internet access is allowed
-

- Essay must be printed out and deleted after test
Education

- Students test in the NAR room

48
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Module 5
Other Accommodations

+ Permission for Food/Medication
- Provides permission to students for food or medication

- Students will test in the standard room

+ Four-Function Calculator
- Provides permission to use calculator on non-calculator math sections
- Only 4 function calculators permitted
- Students will test in the roster non-standard (pink) room

+ Permission to Test Blood Sugar
- Provides permission to students to test blood sugar during testing

- Students will test in the roster non-standard (pink) room with the
appropriate break schedule

O CollegeBoard % Eﬁ%&&@
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Module 5
Other Accommodations

+ Small Group Setting
- Permits students to test in a smaller group

- If small group is the only accommodation, students will test in the roster
non-standard (pink) rooms

- If students have additional non-standard accommodations, they will test
in the non-standard (cyan) room

+ Other Assistive Technology (possibly using ATC format)
- No internet permitted
- Specific technology must be approved by SSD

- Usually in NAR, students can test with students in a room with the same
timing only if they will not disturb other students

O CollegeBoard % Eﬁ%&&@
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Module 6
Returning Materials

Objectives

+ |dentify required forms to complete after testing

+ Understand the process for returning materials after testing

”'Cdlﬁﬁtﬁ@
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Module 6
Returning Test Materials

+ For SAT, all materials will be returned after the initial administration and new

materials sent for makeup testing
+ For PSAT schools will hold the materials for makeup testing once approved

Supervisors are required to complete the following forms:

+ Standard Supervisor’s Report Form (SRF)
+ Supervisor’s Irregularity Report (SIR), if applicable

SSD Coordinators are required to complete the following form:
+ Non-standard Administration Report (NAR)

+ Supervisor’s Report Form for SSD Coordinators

Supervisors are required to complete these essential forms and return them
using the instructions in the Test Shipment Memo and your Supplemental

Manual Instructions @
; © CollegeBoard + Ediicicen




Module 6
Returning Test Materials, SAT

+ Complete the Supervisor’s Report Form (SRF) or SRF for SSD Coordinators
+ Report students requiring makeups by responding to the Makeup Materials email from ETS

- Sent to the Test Center Supervisor, who working with the SSD Coordinator, must
respond for all students

Returning Answer Sheets for the and Pink Rooms

- Answer sheets ( and pink) go in the bottom of the box followed by the large-block
answer sheets

- White Envelope: Test books with answers marked inside and associated answer sheets

- Gray Envelope : SIRs, SAT Staffing Agreement Forms, Test Room Materials Report
with seating charts, Request to Cancel Test Score Forms, and defective test books

- Pre-ID Student Report
- Completed SRF on top

”'Ciﬁ.ﬁtﬁ@
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Module 6
Returning Test Materials, SAT

Returning Answer Sheets for the Cyan Rooms and Lime SAA Rooms

- Answer sheets for students on the NAR go in the bottom of the box followed by the
large block answer sheets for students on the NAR testing with large block
accommodation

- White Envelope (cyan and lime): Test books with answers marked inside and
associated answer sheets

- Purple Envelope (cyan and lime): SIRs, SAT Staffing Agreement Forms, Test Room
Materials Report with seating charts, Request to Cancel Test Score Forms, and defective
test books, MP3/ATC files

- Completed NAR

- Completed SRF for SSD Coordinators on top
+ Refer to pages 29-31 and 83-86 in the Supervisor’'s Manual for more information
+ Return all used and unused test books from primary administration

+ Retain all unused pre-ID labels and answer sheets to use with the makeup test

© CollegeBoard + Fqliic @
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Module 6
Returning Test Materials, PSAT 10

+  Complete the Supervisor’'s Report Form (SRF) (brown) or SRF for SSD Coordinators (green)
+  Report students requiring makeups by responding to the Makeup Materials email from ETS

- Sent to the Test Center Supervisor, who working with the SSD Coordinator, must respond for all

students

Returning Answer Sheets for the Orange Rooms, Pink Rooms, and Lime Rooms

- Answer sheets (orange) go in the bottom of the box followed by large block answer sheets

- White Envelope (pink and lime): completed SRF for PSAT 10 SSD Coordinators, completed NAR,
large-block answer sheet for students on NAR, answer sheets for students on NAR, defective test

books for students on NAR clipped to corresponding answer sheets
- Gray Envelope (orange): defective standard test books, SIRs

- Completed SRF on top

+ Refer to pages 25-28 in the Supervisor’s Manual for more information
+  Store used test books securely for distribution to students AFTER scores are released

+  Securely store unused test books, answer sheets, and pre-ID labels for
makeup testing with students

© CollegeBoard E!ﬁi!ﬁ.ﬁ'?:’@
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Module 6
Returning Test Materials, PSAT 8/9

+ Complete the Supervisor’s Report Form (SRF)
+ Report students requiring makeups by responding to the Makeup Materials email from ETS

- Sent to the Test Center Supervisor, who working with the SSD Coordinator, must
respond for all students

Returning Answer Sheets for the Maroon Rooms, Pink Rooms, and Lime
Rooms

- Answer sheets (maroon) go in the bottom of the box

- White Envelope (pink and lime): answer sheets for students who tested with
accommodations, test books for students who wrote on their books clipped to
corresponding answer sheets

- Gray Envelope (maroon): defective test books, SIRs

- Completed SRF on top

+ Refer to pages 34-36 in the Supervisor’'s Manual for more information
+ Securely store unused test books, answer sheets, and labels for makeup testing with

students
el

Education
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Additional Resources

+  College Board Michigan Website, www.collegeboard.org/michigan

+ College Board SSD Website References

- www.collegeboard.org/ssd

Administering Exams

https://www.collegeboard.org/students-with-disabilities/exam-administration

- Taking the SAT with Accommodations

https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations

- Taking the PSAT/NMSQT and PSAT 10 with Accommodations

https://www.collegeboard.org/students-with-disabilities/after-approval/taking-psat-nmsqt-psat-10-

accommodations

- Educator Tips

https://www.collegeboard.org/students-with-disabilities/tips-fags/educators
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https://www.collegeboard.org/students-with-disabilities/tips-faqs/educators
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https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/exam-administration
www.collegeboard.org/ssd
www.collegeboard.org/michigan

Contacts

B S " N

Michigan Department of Education
Bureau of Assessment and Accountability
Phone: 877-560-8378
Email: baa@michigan.gov

All Questions about accommodations, MI SSD Helpline: 855- 539-1595
materials Email: ssd@info.collegeboard.org

SAT General information, help with student MI Educator Hotline: 866-870-3127 (option 1)
accounts, and processes Email:

michiganadministratorsupport@collegeboard.org

SAT Material Shipment Issues, request Ml Test Administration Services: 800-257-5123
additional materials Email: tas@ets.org

PSAT 10 General information and material PSAT Customer Support:888-477-PSAT (7728),
shipments psatl0@info.collegeboard.org

PSAT 8/9 General information and material PSAT Customer Support:888-477-PSAT (7728),
shipments psat@info.collegeboard.org

THANK YOU!
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