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Session Goal

Our goal today is to share the latest information about
the ISBE-provided SAT, PSAT 10 (for grade 10), and
PSAT 8/9 (for grade 9) based on current planning.

College Board and ISBE will be continuing to finalize
implementation details and as more information
becomes available we will share through the ISBE
website: https://www.isbe.net/Pages/sat-psat.aspx.

Today we will provide:

* An overview of SAT, PSAT 10 (for grade 10), and
PSAT 8/9 (for grade 9) administration

* An update on changes planned for 2018-19

Look for:

-

——



https://www.isbe.net/Pages/sat-psat.aspx

Agen da - ISBE-Provided SAT, PSAT 10 (for grade 10), and
PSAT 8/9 (for grade 9)

*  What's New in 20197

- Staff Roles and Responsibilities
* Before the Test

* On Test Day

« After the Test

* Final Information

* Questions and Answers



ISBE-Provided
SAT®

PSATTM 10 (for grade 10)
PSATTM 8/9 (for grade 9)
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SAT will serve as the assessment for grade 11
accountability.

Spring Test

Administration o |
« ISBE will provide the SAT with Essay to all grade 11
public school students (including those served at non-

« Some students in grade 12 may also be required to take
the SAT. Please see
www.isbe.net/Pages/Assessment.aspx for details about
which grade 12 students are required to take the SAT in
spring 20109.

* Most students will be required to test on a single day.
Students with accommodations that require extending
testing time beyond a standard school day or require a
separate setting or test format will have a two-week
window to complete testing.

*  Primary Test Day: April 9, 2019
« Accommodated Testing Window: April 9-23, 2019

* Makeup Test Day: April 23, 2019


http://www.isbe.net/Pages/Assessment.aspx

S p rin g TeSt + New this year, as part of the ISBE-provided spring

assessments, PSAT 10 will be administered to students

Ad m | N ISt ratiO N in grade 10 and PSAT 8/9 will be administered to

students in grade 9.

PSAT 10 (for grade 10) and * Most students will be required to test on a single day.
PSAT 8/9 (for grade 9) Students with accommodations that require extending
Test Dates testing time beyond a standard school day or require a
separate setting or test format will have a two-week
window to complete testing.

*  Primary Test Day: April 9, 10, or 11, 2019

* Accommodated Testing Window: April 9-23, 2019
« Makeup Test Day: April 10-23, 2019

« Six options for scheduling PSAT 10 and PSAT 8/9 are
noted on the next slide.

« All students in the same grade who test in standard
testing rooms must be tested on the same day.



Six Test-Date Options for SAT, @
PSAT 10 (for grade 10), and PSA 8/9 (for grade 9)

Tuesday, 4/9 Wednesday, 4/10 Thursday, 4/11

SAT
PSAT 10 (grade 10)
PSAT 8/9 (grade 9)

SAT PSAT 10 (grade 10)
PSAT 8/9 (grade 9)

Option 1
(Preferred)

SAT PSAT 10 (grade 10)
PSAT 8/9 (grade 9)

www.isbe.net/Documents/State Assessment Dates 2018 19.pdf

Option 4

Option 6



http://www.isbe.net/Documents/State_Assessment_Dates_2018_19.pdf

Implementation
Key Dates

Preliminary Spring 2019 Key
Dates

Request Accommodations

Off-Site Request Deadline

Al Code confirmation

State-Allowed Accommodations Request

Window Opens
EL 50% Extended Time Request
Window Opens

Receive Coordinator Planning Kits
Test Day Online Training
Preadministration Materials in Schools
Conduct Preadministration Session

Test Materials in Schools

Test Administration

Accommodated Testing Window
(eligible students only)

Provide Counts of Students Requiring
Makeup Testing

Makeup Test Administration

Final Materials Return for Scoring

Now — February 19, 2019

December 14, 2018

January 2019
January 25, 2019
January 25, 2019

Late February 2019
February — April 2019
Mid-March 2019

Late March — Early April 2019

First week of April 2019
(adjusted for those on spring break)
SAT: April 9, 2019

PSAT 10 & PSAT 8/9: April 9-11, 2019
April 9 — 23, 2019

April 11, 2019
SAT: April 23, 2019

PSAT 10 & PSAT 8/9: April 10-23,
2019

No later than April 26, 2019



What's New
in 20197
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C h ain g es fo I . Staff titles for SAT and PSAT have changed to better
20 1 9 align with other College Board programs

Past Title Current Title

Test staff title changes

Test Supervisor Test Coordinator
Form name changes Associate Supervisor Proctor
- Hall Proctor Hall Monitor
[Update® Room proctor Room Monitor
e —

* Form names have changed as well.

Past Title Current Title

Supervisor Irregularity  Irregularity Report
Report

Supervisor Report Coordinator Report
Form (SRF) Form (CRF)



Changes for
2019

Answer sheets and test
books

-

/ i pdatef'

i

« The set of answer sheets that you receive for
administering the SAT with Essay will be labeled “SAT
Answer Sheet.” These new answer sheets will include
pages for the Essay.

« Before the test begins, students will be instructed to fill
in “SAT with Essay” on their answer sheet as the test
they are taking.

« Students will be directed to copy the single-character
Essay Code from the back of their Essay books onto
their answer sheets before starting the Essay portion
of the test.

« We have also improved the sequence of fields on the
answer sheet.

« All multiple-choice test books will have the title “The
SAT Test Book,” and they no longer have an essay
icon.



Changes for

20 1 9 * 50% Extended Time for English Learner (EL) Students

* 50% extended time may now be requested and used
as an EL Support for both SAT and PSAT testing.

More EL Supports This is offered as an option only for EL students who
receive extended time as an instructional support.

« Scores will be scholarship and/or college reportable.

« Advance request is required through SSD Online —
/ apdates more information will be provided in a later webinar.
—

-

Word-to-Word Glossaries

« Additional word-to-word glossaries have been
approved.

« Advance request is not required through SSD Online.



Staff Roles and
Responsibilities
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Testing Staff
Roles

To better align roles across College Board assessments,
role titles have been updated for 2019, however
responsibilities have not changed.

ROLE DESCRIPTION

Test Coordinator

Services for Students
with Disabilities (SSD)
Coordinator(s)

Proctor
Room Monitor

Hall Monitor

Responsible for all aspects of the SAT
administration at the school

Requests accommodations for students and
supports the test coordinator to oversee
accommodated testing

Administers the test in a specific testing room

Assists the proctor with monitoring students in
the testing room

Keeps hallways near testing area quiet and
secure on test day



Staff
Requirements

« Test Day staff cannot be involved with paid coaching
or paid SAT or PSAT preparation.

« Test Day staff cannot have taken the SAT or PSAT
within 180 days of the administration date.

« Any staff member, including the test coordinator, who
will have access to test books before test day must not
have a child or member of their household taking the
same College Board test in the same window at any
test site.

* In small test centers, Test Day staff may serve multiple
roles. We recommend the Test Coordinator remain in
the test room and have the additional test-day staff
serve the Hall Monitor.

* Inlarge test centers, we recommend the Test
Coordinator not also serve as a Proctor in a testing
room. This will allow the Test Coordinator to move
around the school, assisting with questions and
resolving any issues that may arise.



TEStl N g Staff « The Test Coordinator is responsible for:

« All aspects of the School Day administration at a
ROIeS school, including:

. * Planning rooms and staff for test da
Test Coordinator g y

* Receiving and securing all test materials,
including test materials for students testing
with accommodations

« Managing test site and staff, and supervising
all activities related to testing, including
accommodated testing

« Collecting, packing, and returning test
materials, completing test day forms, and
ordering makeup materials

« Acting as the main contact between the College
Board and the school, receiving all
communications from the College Board

 Identifying at least one person to serve as the
Back-up Test Coordinator who can step into the
Test Coordinator role if needed



TeStl ng Staff « The Services for Students with Disabilities (SSD)

Coordinator is responsible for:

RO I €S * Being the school’s liaison with the College Board’s
Services for Students with Disabilities office
SSD Coordinator « Submitting accommodation requests for all

students who require them

« Accessing and printing the Nonstandard
Administration Report (NAR) and assisting the
test coordinator in determining rooms and staff
required for administering the test with
accommodations

« Partnering with the test coordinator to reconcile
accommodated testing materials and
administering the SAT, PSAT 10, and PSAT 8/9 to
students who are testing with accommodations

« 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



Cooperative Roles

Promoting partnership to support students with disabilities

SSD Coordinator

* Responsible for planning the « Responsible for applying for
administration for ALL students, accommodations and printing the
including those with list of students approved for
accommodations accommodations

» All shipments will be addressed to
the test coordinator

* Responsible for returning all
materials

Cooperative Responsibilities

The test coordinator can enlist the help of the SSD coordinator to assist with
planning the administration for students with disabilities.



Testing Staff

Roles

Proctor

The proctor(s) is responsible for managing all activities
that happen in the testing room.

Each room requires one proctor. One proctor must be
designated as the back-up for the test coordinator.

Proctor

Responsibilities

|
Maintain Fair Read scriot
Testing Admit & Seat Enforce Policies Distribute tests rip
: verbatim
Environment
Observe Complete Report Account for Time the test
students seating chart

irregularities

materials




TESti ng Staff The room monitor(s) and hall monitor(s) are

responsible for assisting the test coordinator and
RO I es proctors.

Room Monitors and
Hall Monitors




Before the
Test
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Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Staff
Prepare Your Students

Prepare Your Materials




Pre pa e YO ur - Based on survey responses provided by your principal,

schools will be assigned a six-digit school code
SChOOI representing the attending institution (Al code) or high
school code mapped to the ISBE 15-digit RCDTS code.

School Establishment « Al Codes are required to pre-ID students, administer
College Board exams, apply for student
accommodations, and receive materials and students’
exam Scores.

« Al codes are six-digit numbers that are unique to
your school, usually beginning with a 14 in lllinois.

« The same Al code will be used for SAT, PSAT 10,
and PSAT 8/9.

e Coordinators will receive confirmation of their
school’s Al code in January.

 If you participated in the SAT administration last
spring, or if you administer other College Board
assessments, your Al code will remain the same.

« ISBE will post a list of all established SAT test
centers, along with the school’'s RCDTS code and Al
code in January.

« Test center numbers will no longer be used, even for
approved off-site locations.



Pre pa Fe YO ur - Schools must establish as a test site each year. If you

are unsure whether your school completed the school
SCh OOI set up survey, please confirm with your principal.

* If you are administering more than one assessment at
School Establishment your school this spring, this is captured as part of the
establishment process (i.e., your school is established
to administer SAT and/or PSAT 10 and/or PSAT 8/9 by
completing the survey sent in October).

« Home school districts should coordinate now with any
serving schools who provide services to their students
to determine the appropriate testing school. Serving
schools must establish as SAT test centers to receive
SAT materials, test students, and receive scores.



Prepare Your
School

Registration and
Material Ordering

Registration/pre-identification will be done though bulk
upload between College Board and the ISBE Student
Information System (SIS).

Between November and December, principals and test
coordinators should ensure student enroliment
information is up-to-date in ISBE’s SIS to prepare for pre-
identification (registration) of students for SAT, PSAT 10
(for grade 10), and PSAT 8/9 (for grade 9). Only RCDTS
codes of established schools should be used in the
“Testing School” field.

SAT, PSAT 10, and PSAT 8/9 pre-ID data will be
captured from SIS at the end of January.

Pre-ID labels will be shipped to each school listed as the
“Testing School” in the SAT and PSAT Pre-ID report so
they may be affixed to student answer sheets.



Pre pa e YO ur - College Board will determine your material order based

on the following:

SChOOI * The students pre-identified (Pre-ID) in ISBE'’s SIS as
of the end of January.

Registration and * The students approved for accommodations via

Material Ordering College Board’s SSD online system.

* Schools will NOT place orders for materials.

* College Board will ship a small overage of standard test
materials to account for additional test takers (e.g.,
students who are late transfers into the school, etc.).



Pre pa Fe YO ur - The College Board is committed to making sure that

students with disabilities can take the exams with the
SCh OOI accommodations they need and will consider all

requests to ensure that we measure students’

academic abilities, regardless of their disabilities.

Accommodations _
« Accommodations requests for all three assessments

will be submitted by the SSD coordinator through our
Services for Students with Disabilities (SSD) Online
system. There are two types:

 College Board Accommodations: Students
with approved accommodations will receive
college-reportable scores. Once approved for
accommodations, with limited exceptions, a
student remains approved for all College Board
tests.

- State Allowed Accommodations (SAA): These
are state-specific accommodations defined by
ISBE. Students, schools, and the state will
receive scores, however the scores are not
college reportable. These accommodations apply
to state testing only and are requested for each
state administration.



Pre pa e YO ur « Each school should have an SSD Coordinator to

request accommodations for students with disabilities.
School

 If your school needs to appoint a new SSD
Coordinator, that person can gain access to the
SSD Online system by completing the
SSD Coordinator Form, found on
www.collegeboard.org/ssd.

Accommodations and
SSD Coordinators

* An Al code is required to gain access to the SSD
Online system. For schools that don’t yet have an
Al code from College Board, accommodations
requests can be made once you receive the Al
code.

» Test coordinators and SSD coordinators will need to
work together to ensure a smooth testing experience
for students testing with accommodations.

*  Webinars for SSD Coordinators, providing details
about using SSD Online and applying for testing
accommodations, will take place this fall.


https://www.collegeboard.org/pdf/ssd/ssd-coordinator.pdf
http://www.collegeboard.org/ssd

Prepare Your

School

- The accommodations for which a student is approved
will determine their testing room requirements, their
test date, and the type of materials they receive.

Accommodations Categories for SAT

Room Type Standard Testing Room(s) Accommodated Testing Room(s) State-Allowed
Room(s)
Description Mo accommodations Approved Approved Approved Accommodations
are used; students accommodations that accommeodations accommodations/EL allowed by ISBE that
test in the standard can be used in the that are separate supports that are do not result in a
testing room. standard testing from the standard separate from the college-reportable
rooms testing rooms standard testing score
rooms and can test in
the accommeodated
testing window
Test Book Color ,
Purple Purple Purple Blue Lime
Examples (NOT No accommodations | » 14-pt large-print Extended breaks * 50% Extended time | « ASLinterpreter for
EXHASTIVE) test book Extra breaks for reading (entire content &
* Large-block answer Small group setting assessment) response
sheet 50% Extended time | ®* 50% Extended time | = Other
* Permission for for math (Math as EL support
food/medication Test only) (entire assessment)
& Wheelchair 50% Extended time | * 100% Extended
accessibility for writing (Essay time for reading
* Preferential seating | only) (entire assessment)
* Reader
+ MP3 Audio
* Scribe
* Braille
* Assistive
Technology
Compatible {ATC)
Test Date April 8, 2015 April 5, 2019 April 8, 2019
Make-up Test Date . _ . Anytime in window April 9-23, 2015
April 23, 2019 April 23, 2019 April 23, 2019




——-—-7—780¢6-¢6©0>"
The accommodations for which a student is approved

Pre pa re YO ur will determine their testing room requirements, their

S C h 00 I test date, and the type of materials they receive.
Accommodations Categories for PSAT
Room Type Standard Testing Room(s) Accommodated Testing Room(s) State-Allowed Room(s)
e No accommodations Approvad aceommnidstions that Accommodations allowed
dre usadishudents Approved acco_mmodatlons that | are sgparate from the stand?rd by ISBE that do not result
test i the Swndavd can be uset'l in the standard testing rooms and can test in 1. SEOrS repoLabIe Tor
testing room. testing rooms e accomrf\odated g scholarship opportunities
window
Test Book Dark Orange (PSAT 10) Dark Orange (PSAT 10) Dark Orange (PSAT 10) Lime
Color Maroon (PSAT 8/9) Maroon (PSAT 8/9) Maroon (PSAT 8/9)
Examples (NOT e 14-pt large-print test book e Extended breaks e ASL interpreter for
EXHASTIVE) e Large-block answer ® Extra breaks content & response
sheet e Small group setting e Other
* Permission for * 50% Extended time for
food/medication reading (entire assessment)
* Wheelchair accessibility * 50% Extended time for math
o Preferential seating (Math Test only)
* 50% Extended time as EL
No accommodations support (entire assessment)
e 100% Extended time for
reading (entire assessment)
e Reader
e MP3 Audio
® Assistive Technology
Compatible (ATC
* Scribe
® Braille
feDate April 9, 10, or 11, 2019 April 9, 10, or 11, 2019
Anytime in window April 9-23, 2019
g';:e'xf’nzzs; April 10-23, 2019 April 10-23, 2019




Pre pa Fe YO ur - English learners will be able to utilize EL supports for
the ISBE-provided spring 2019 SAT, PSAT 10, and

SCh OOI PSAT 8/9 administration.
These supports include:
English Learner Supports « Use of an approved word-to-word bilingual
glossary

* Use of translated test directions, and
@- 50% extended time

Students may use one or any of these supports in
combination. Students will receive college-reportable
scores when any of these supports are used.



Pre pa re Your - Use of an approved word-to-word bilingual glossary:

 List will be expanded to approximately 100 glossaries
SCh OOI for spring 20109.

» Use of glossary does NOT require an approval by
English Learner Supports College Board.

* The approved list is available at
https://www.isbe.net/Pages/SAT-PSAT.aspx ﬁ

« Use of translated test directions:

« Translated test directions will be available in PDF
format for each assessment. Schools must print the
directions for students, no printed test directions will
come with test materials.

* Directions will be available in Albanian, Arabic,
Bengali, Chinese (Mandarin), Gujarati, Haitian
Creole, Hindi, Polish, Portuguese, Russian, Spanish,
Urdu, and Vietnamese. The College Board will also
support "on the fly" translations of directions by
district-approved translators.

» Use of translated test directions does NOT require an
approval by College Board.

« Translations will be available to print in February at
https://www.isbe.net/Pages/SAT-PSAT.aspx.



https://www.isbe.net/Pages/SAT-PSAT.aspx
https://www.isbe.net/Pages/SAT-PSAT.aspx

Pre pa re YO ur @ . Use of 50% extended time:

School

English Learner Supports

* Students will receive 50% extended time on each

section of the SAT, PSAT 10, or PSAT 8/9. Students
must sit for the entire time allotted and cannot go
ahead in the test even if they are the only one
testing.

Although not an accommodation, EL students
requiring 50% extended time will need to be
identified in SSD Online.

Schools can request 50% extended time for ELs
starting in late January 2019. Students will be
automatically approved and no supporting
documentation is required. More information about
the process for entering student information will be
available this winter.

EL students using 50% extended time can be tested
with other students with accommodations testing
with the same timing and test materials.



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Staff
Prepare Your Students

Prepare Your Materials




Prepare
Yourself

Tasks for the Coordinator

« Complete the mandatory online Test Coordinator’s
training.

 Read the Coordinator’s manuals for SAT, PSAT 10,
and PSAT 8/9.

» Distribute manuals to proctors and SSD coordinator(s)
for their review.

* Review the contents of the Coordinator’s Planning Kit
which will arrive in late February.



Prepare
Yourself

Online Coordinator’s Test
Administration Training

« Test coordinators will receive an email with a link to
access the mandatory online training in late February.
Once accessed, the training will be available through
your College Board Professional Account.

« Share the link with other staff, as necessary.
* Plan for approximately 45-60 minutes to complete.

« The content is divided into modules including activities
for before, during, and after test day and includes
details on both standard and accommodated testing
rooms.

- Training is mandatory for all SAT and PSAT test
coordinators.

« If you are serving as both the SAT and PSAT test
coordinator, you need to complete only the SAT
training.



Before the Test

Prepare Your School
Prepare Yourself
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Plan Your Space

Plan Your Staff
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Build Your
Lists

Tasks for the Coordinator

Coordinators will create students lists and room
rosters to use.

It is recommended that you use the SAT and PSAT
Pre-ID reports from ISBE’s Student Information
System (SIS).

Coordinators will work with the SSD coordinator to
understand how many students will be testing with
accommodations.

The Nonstandard Administration Report (NAR), which
Is printed from SSD Online by the SSD Coordinator,
will include all students testing with accommodations.

Pepresent

A=absont

M-moved

X=noontry LastName

SS0/Stucent
FintName ML DateofBirth 1D Numbor

Testing

Room
TestType (it Accommodiatod?
(SAY O Toom  Y-Ws
SAT WESSY)  nane) M=k

Tosting TYestBook EL Support

Group Type Type Language  Staff Assignod

“anils

'''''




Build Your
Li St S @ :E'I::‘"‘T;l‘r'"‘*“"" Student Inf\gﬁrz}gﬁon System

Hhome = Student
i
e~ PARCC Pro- 1D
_V‘ il 3 PARCC Assessment Test Farmat {Online or Paper) and Test Window - STEP & Detas
20 18- 19 SAT an d P SAT wircona bl PARCE Assmssment Proa-1D - S5TEP 2 Sumemary Detad

Exit Enpldimen PARCC €

Assessment Pre-ID P PAACE hesemmet Coneiion S——
Rep O rtS i n IS B E S I S Assessmest Cormection (5 PARCC Aszessment Scores Dussmary Detadl

Ascesament Unsssigned PARCC Assmsament Scores God Gumreary

Adjusted Cohinrts DILM-AA

Scheduled to be available [ RIS Al i 9 Mt

DAM-AA Cormaction asd Scocw (b sudents) Symwmary Detalt
Tescher
O n Novem ber 9 20 18 DLM-AA Dymamic Leaming Maps Summary
’ Batch Files = SAT
| | [ SAT Assesemant Pre-iD wwj
‘ Help SAT Assessaent Corraction Sumemary Detad

Illinois State Board of Education —
Student Information System

2019 SAT Assessment Pre-ID (Detail)

SIS Home District: 123456789  ISBE SD 101
Selection Cnterza:  Sorted By: Student Name

Columns A Grade

B IDEA Services (Yes, No)

C LEPIndicator (Yes, No)

D Filler

E Filler

F  Fint YewrmUS School (Yes, No)

G Sost Group (Oprional-for sorting Pre-ID labels)
Tasting RCDTS must b an establishad Tast Caentar. A list of ssrtablishad Tast Cantar codes will be postad on www.isbz.nat/ Pages/sat-psat.aspx when available.

| Student D Student Name BirthDate  HomeRCDTS  TestingRCDTS A B C D E F ¢ |

123456789 DOE, JANE 117262000 123456780012345 123456789012345 11 N N N
123456789 SMITH, JOHN 05172000 123456789012345 123456789012345 1 N N N
123436788 YIN, YANG 017141999 123456786012345 123456789012345 1 N N N




Build Your
Lists

SAT Nonstandard
Administration Report (NAR)

Last Namse, First Name

« Lists ALL students approved for accommodations.

« Group students that must test on the primary test day
and those who may test in the accommodated window.

* Include the test book color and the script name the
student should use.

* Includes students testing with EL 50% extended time.

Testing V3 Tesut Room Code and Associate
e (A b SECTION 1.
{82 | Graomlles, Gornomila Extra Breaks Between Test Sections AT vt Puple |Ooe day | Senpt 2 Stu d e nts
SSD 20007025812
_ testing on
T2 Sauth Jaslee Extra Breaks Between Test Sections | Large Prant Test Book ;“ with | Purple | Ouve day |Senpt 2 .
\ SSD 20007025798 - 14 poimt 34 the prlma ry
(T2 Soymasslo, Ella Extra Breaks Between Test Sections <aTwih | Pusple | One day | Scapt 2
SSD #0007025799 iy test d ay.
gT.'v Tiosolks, Reacenlka Extended Breaks | Pernission to Test Blood Sugar , Small  fsarwn | Purple | One day | Scnpt |
} SSD 20007025811 —
. Last Name, First Name Test Omneor . .
I:Shnb (Mark X if absent on test Approved Accommodations _[,T et Book two day Script Name Test Rmn;(.ﬂde .and ) tate
T rvisor
S E CTI O N 2 - day) P Color testing e
SB20  |Daraolks, Reaomls Small group setting . Colored Crverlay , 4-Function SAT Blue One day | Scopt 1
Students SSD #0007026072 Calculator with
Essay

testing in the e

Refer to Appendix for instructions for the following accommodations: 4-Function Caleulator

SB4 Foaster, Brenden Large Prnt Test Book - 20 point , Mathematical SAT Blue COme day | Scrpt 1 (unless alse
accommodate
SSD #0007025896

window

Calculations +100% (double time) , Breaks As Needed with approved for extra breaks
Essay and extended time)

Refer to Appendix for instructions for the following accommodations: Mathematical Calculations +100% (double time)



Build Your
Lists

PSAT 10 and PSAT 8/9

Nonstandard Administration

Report (NAR)

* Includes three sections:
« Section 1: Student Summary with SSD Numbers

« Section 2: Guidance on testing specific
accommodations

« Section 3: Students testing in the accommodated
window

 Used as the room and attendance roster

* Includes students testing with EL 50% extended time

[FIRST NAME

LAST NAME

Brown Robert #0007025797

Evergreen Kevin #0007025810

Goure Nibitha #0007025842

Graomlks Goraomla #0007025812

Graomlktgtorallkkllamroaktlkksargre Treaomllark}kaltlitl #00N7HIS/NO1

Graomlk Treaomlka

Graomls Tetromla | Brown, Robers (0007025797 Test Administration Date

___ Check here If student was absent

Approved Accommodations Please check all accommodations used by student

____Small group setting

Reading +50% (time and 1/2): The student is approved for extended time in reading. Because all test sections include reading, the student

| will ba permitted the approved amount of extended time for the entire test. unless approved for more tme for other sections. Students who
| test with extended time for the entire test will also be provided extra breaks

___ Mathematical Galculations +50% (time and |/2)
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The size of cohort testing and the size of rooms used
for testing will determine the number of rooms needed.

Plan Your
Space

« Options for rooms include:

Planning for Testing Rooms - Larger spaces, such as auditoriums and

gymnasiums

« Smaller spaces, such as classrooms

« Consider the following when choosing the 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



Pla Nn Your . Use chairs with backs.
S pa Ce * Face chairs in the same direction.

* Place chairs directly behind those in the preceding
row.
Seating and Furniture

Requirements « Separate each student by a minimum of four feet from

right to left (measure from center of desk).
« Ensure unimpeded access to every student by staff.

« Seat only one student at a table measuring six feet or
less in length.

- Seat students at least four feet apart and facing the
same direction if tables longer than six feet are used.

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

« Tablet-arm chairs must have a minimum writing
surface of 12 x 15 inches.

< Study carrels, lapboards, language laboratory booths,
and tables with partitions or dividers are not
acceptable.



Plan Your Space

Sample Seating Plans

SAMPLES OF APPROVED SEATING PLANS: X = ONE EXAMINEE

Plan lA: level seating Plan IB: level seating Plan Il: elevated seating

DAL X X X X xpoCXdOX0ox
LX) X X X X 5ooo000ooS
QOO

XOXNOXOX X X XK K o222=-doo;
LXK LIx] X X X X oSO,

Plan lll: tables
X X—d'—=X—4'=X

6' or less More than 12'
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Each school should plan for one test coordinator and
one SSD Coordinator.

Plan Your
Staff

« The additional staffing needed depends upon the size
of the cohort testing, the number of testing rooms, and
the number of students in each room.

Planning for Staffing Needs _ _ _
 Formulas are available in Coordinator Manual

* Check with your school/district for policies around who
can act as testing staff.

« Some schools utilize aides, paras, substitutes,
and coaches.

* Please contact the lllinois Educator Hotline by phone
or email if you need to make a change to the person
appointed to the test coordinator, backup coordinator
or SSD coordinator roles.



Room Monitors Needed
P I an YO u r St aff Depending on the number of students in the testing

room, you may also need room monitors.

FOREACH STANDARD TESTING ROOM

Number of Room

Number of Students Monitors Needed
1-34 0
Planning for Staffing Needs _— ]
51-100 2
101 or more 3+ (1 monitor for each
. additional 50 students)
¢ Every teStIng room needs 1 prOCtor FOR EACH ACCOMMODATED TESTING ROOM
Number of Room
® UnIeSS your SChOOI teStS Only a feW Number of Students Monitors Needed
students, you will need additional staff e — 0
. More arn + monitor ior eac
to assist the proctor. additional 10 students)
Additional staff may be needed for students testing with
N i nodati i -to- tting. Work with
For rooms with more than 34 you SSD coordinator to determine how many adeitiona
Students’ assign room monitors to room monitors will be needed for these students.
hel p. Hall Monitors Needed
NUMBER OF HALL MONITORS NEEDED
* For every 5 testing rooms, assign 1 e Mombaratinlh
hall monitor. e :
6-10 2
11-15 3
16-20 4
More than 20 5+ (1 hall monitor for each

additional 5 rooms; e.g.,
for 21-25 rooms, add an
additional hall monitor)



Plan Your + Example:
S ﬂ: * Your school is testing 100 grade 11 standard
ta testers for SAT School Day.

* You have 4 classrooms available, each with

Planning for Staffing Needs capacity for 25 students.

Scenario #1 * Therefore, you will require 6 staff:
* 1 test coordinator

e 4 proctors

* 1 hall monitor

Test Coordinator

Proctor for Proctor for Proctor for Proctor for

Room #1 Room #2 Room #3 Room #4

Hall Monitor




Plan Your
Staff

Planning for Staffing Needs

Scenario #2

«  Example:

* Your school is testing 100 grade 11 standard
testers for SAT School Day.

* You plan to test in one large room (e.g., cafeteria
or gym).

* Therefore, you will require 5 staff:
1 test coordinator

e 1 proctor
e 2 room monitors

* 1 hall monitor

Test Coordinator

Proctor

Room Monitor Room Monitor

Hall Monitor
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. « Testing MUST be done in the morning.
Build Your R | |
* The administrative time below includes passing out
SCh ed u |e and collecting test booklets and other test day

administrative activities. It assumes that students
have already participated in a preadministration

Administration Timing session and completed the student questionnaire
for SAT with Essay portion of the answer sheet.

30

65

10

35

25

5

55

2

s

50

4 hours, 52 minutes



——-—-7—780¢6-¢6©0>"
« The administrative time below includes passing out

Ad Min |St rat| on and collecting test booklets and other test day
- - administrative activities. It assumes that students
T| Min g have already participated in a preadministration

session and completed the student demographics

portion of the answer sheet.
Administration Timing for

PSAT 10 (for grade 10) and
PSAT 8/9 (for grade 9)

PSAT PSAT 10 PSAT 8/9
Standard Room Standard Room
(time, in minutes) (time, in minutes)
Administrative Activities 30 30
Reading Test 60 55
Break 5 5
Writing and Language Test 35 30
Math Test — No Calculator 25 20
Break 5 5

Math Test - Calculator 45 40
Total Testing Time 3 hours, 25 minutes 3 hours, 5 minutes




Build Your
Schedule

Planning the Test Day
Schedule

« School schedules may require some adjustments
* Lunch Periods

« Testing cannot be interrupted for lunch.

* Lunches must take place after testing is
complete.

« 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.



Build Your
Schedule

What is a Preadministration
session?

Estimated time:

45-60 minutes for SAT
25-35 minutes for PSAT 10
20-30 minutes for PSAT 8/9

* The preadministration session allows students
to complete the following activities directly on
their answer sheet, saving time on test day:

* Fill out personal information fields
« SAT and PSAT 10:

« Complete optional student
guestionnaire.

« Opt into Student Search Service .
 SAT:

« Select up to four colleges or
scholarship programs to receive their
SAT scores.

) Score Reporting

1 2 3 4
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Bu | Id Y()ur * Each school will receive a shipment of
preadministration materials for each assessment in
Schedule mid-March. These shipments will include:

« Answer sheets

Plan a Preadministration * Pre-ID labels

Session * Student Answer Sheet Instructions
EEl Student [dentification « SAT School Day and PSAT 10 Student Guides
() Student ID No () Social Security No L L . . .
| « Manuals containing preadministration instructions
OOOOODOOOODOOOOO@O@O 3@ i
ol ol oot fog o o o for Coordinators
o 2 O Ol DR OB hedul on ahead of test d i
%88%88%88%88%88 Scde ule afs_ﬁ:_ssmn(? eaLb oktest aclly_ t(f) allow your ;
C;P?;C;PC;PE%C;PC;P stu en’;strt]o_ |]c in sftu eng\Tac groun |r(; ormation an
QDDDDDDDDDDDDDD request their four free scores sends.
« Affix pre-ID label to front of student answer sheets
before the session.
Last First . . .
SASD  Name  Name M « Students will use their state-assigned student ID as
OO SOOI OSSO O | their Student ID number on the answer sheet.

( Aﬁ g;%c;l XXX XRXOOOCOIHHKICXIINKNK School

DOB: mm/ddAyyyy Name
GENDER: X GRD: nn
Testand Barcode

Year S e Number
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Pre pa e YO ur - Distribute Testing Room manuals to proctors and SSD
coordinator(s) for their review.
Staff

* Plan a time to train all of your school’s test day staff.

* Review important procedures for a successful

Tasks for the Coordinator administration.

« Answer questions and address concerns.

« Share the Coordinator online training with necessary
staff if desired, such as the back-up coordinator and
proctors, to support your training sessions.



Before the Test
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Pre pa Fe YO ur - Distribute the SAT School Day and PSAT 10 Student
Guides received in your preadministration shipments
Stu d ents to students as soon as possible.

* Direct students to the online version of the PSAT
8/9 Student Guide.

« Students can find answers to general questions about

Student Preparation

p— the SAT and what to expect on test day at
collegeboard.org/sat.

SAT"SCHOOL DAY = « Share information with students about Official SAT
Student R = Practice on Khan Academy for free, personalized,
Guide - online SAT practice at satpractice.org.

. | « Meet with students in advance of test day to go over
ey i important information such as when and where to
report, what to bring, and what not to bring on test day.
PSAT 10 s~- | © Encourage students to talk with their parents and think
Stidenit Bz about the colleges and scholarship programs where

Guide s they might like to send their SAT scores.



https://collegereadiness.collegeboard.org/sat?excmpid=VT-00007
satpractice.org

Prepare Your
Students

Official SAT Practice on
Khan Academy
http://satpractice.orq

Full Length Practice Tests
Eight official practice tests, with more to
come, plus study and test-taking tips

Video Lessons
Easy-to-follow videos explain problems
step-by-step.

Interactive Problems & Instant
Feedback

Get hints, explanations, and constant
progress updates to know where you stand.

Daily Practice App
More practice available on your phone
featuring questions of the day


http://satpractice.org/

Pre pa Fe YO ur * Practice Tests 1 and 2 have computer-scorable

essays.

Stu d € nts « Official SAT Practice on Khan Academy includes 6
additional practice essays available to print and
practice but cannot be scored at this time.

Essay Practice with the

Official SAT Practice « The system analyzes student’s writing and gives
specific recommendations for how to improve their
writing in the three areas scored on the SAT essay:
Reading, Analysis, and Writing.

- Students get “Signal Strengths” to get a sense for how
well the essay is measuring against different criteria.

« Students can revise and rewrite to improve their essay
and writing skills.

* An optional prewriting area is provided to outline and
organize ideas.

« Students can view the rubric used to evaluate SAT
essays.

« Tips and Strategies are available to help students
approach the essay task.



Coach Your
Students

New Official SAT Practice
features to help students
prepare

Features include:

Recommended SAT Skills to focus on based on class
performance

« Lesson Plans created by teachers for teachers
available for skills in Math, Reading, and Writing

« Additional Khan Academy content

Recent SAT activity by student
« Top recommended skills for practice
* Upcoming SAT test date

* Notification if account is connected to their College
Board account

Individual progress by each student

« Questions attempted, answer choices, and correct
answers

* Practice Test scores
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Pre pa Fe YO ur *Your school will receive a number of shipments related

to your test administration.

M ate rld IS * Itis important to note that each shipment may come in
multiple boxes and that materials for students testing
with accommodations will arrive separately from
standard materials.

Shipments

« Shipments will be divided by assessment.

(Not Exhaustive)
Coordinator Sample manuals and test Late
day forms, posters February

MEELInIQIE A Answer sheets, instruction
Materials booklets for students, Mid-March
student guides, all manuals

MEELInIRIE gl s Labels for each student .
, Mid-March
Pre-ID Labels pre-ID’d at your school

Test books, extra answer First week
sheets, return kits of April

Test Materials



Prepare Your
Materials

Coordinator Planning Kit

SAT School Day Coordinator’s Manual
* Preview copies (2) for coordinator planning

SAT School Day Standard Testing Room Manual
* Preview copy for coordinator planning

SAT School Day Accommodated Testing Room Manual
* Preview copy for coordinator planning

PSAT 10 Coordinator Manual
* Preview copies (2) for coordinator planning

PSAT 8/9 Coordinator Manual
* Preview copies (2) for coordinator planning

Sample Irregularity Report (IR) forms

Test Materials Matrix

* An illustration of all materials that will be shipped
for the ISBE-provided SAT, PSAT 10 (for grade 10),
and PSAT 8/9 (for grade 9).



Pre pa re YO ur * Preadministration shipments will be divided by

assessment.

M ate I'ld IS * Pre-ID labels will be shipped to schools for all students
pre-ID’d by the deadline.

* Schools will receive a label for each pre-ID’'d

Preadministration Shipment .
P student to be affixed to the answer sheet.

— « All required fields on the answer sheet must be
gridded for any student who does not have a pre-
ID label. Staff must ensure these fields are
SAT SCHOOL DAY = gridded completely and accurately.
=) Poviogms A8
(S}%.;ggnt - = * Answer sheets

* Mobile Opt-In Policies document

» Student Answer Sheet Instructions

PSAT 10 CEE « SAT and PSAT 10 Student Guides

- e R oveie

Student === | « Copies of ALL manuals required to support your
Guide school, including manuals to be used by the proctors

on test day




Secure test materials (test books) will be delivered
approximately a week prior to test day.

Prepare Your
Materials

Test materials shipments are divided by assessment.

All testing materials will be addressed to the test

Test Materials _
coordinator.

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
Supervisor’'s Manual for specific instructions.

* Check materials daily until test day.

« Contact College Board immediately if
materials show evidence of tampering.

« Save the boxes and return shipper labels included.
They will be used to return answer sheets and test
books after testing.



Test Materials Guide

Spring 2019 Testing Materials

SAT" PSAT 10 PSAT™ 8/9

Testing Standard Room A dated A dated A dated Standard Room Ac dated A dated Standard Room A dated Al dated
Room Students Testing Students Testing Students Testing Room Students Testing Room Students
on Primary inthe Testing Testing with Testing with Testing with
Test Day Window State-Allowed State-Allowed State-Allowed
Accommodations Accommeodations Accommodations
Test -
Book S —
—
= Tuzaoax S
—
Answer — =
Sheets |
|
=
==t |
Coordinator - - - - —
Manuals —— —— m— et
Tasettanse ~lad ey

Answer
Retumn mEm
Labels SHEOE RN




Prepare Your
Materials

Test Manuals

« College Board will provide an Illinois-specific manual
for the state-provided SAT.

« 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

« Accommodated Testing Manual

* Includes test-day scripts for accommodated
rooms

« College Board will provide the state-provided
PSAT 10 (for grade 10) and PSAT 8/9 (for grade 9)
manuals for the lllinois administration.

« PSAT 10 and PSAT 8/9 each have only a single
manual.



Tra C k| N g « Coordinators will receive shipment tracking emails
] which include:
Mate I'ld |S « Tracking numbers

« Summary of shipment contents

« Tracking emails are generated as the shipment is
being prepared.

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



Prepare Your
Testing Room
Kits

Use the following items to create your testing room packets:
« Testing room cover sheet

Testing Room Materials Report form
(you'll finish filling this out on test day)

A copy of the room roster you created or NAR showing
students assigned to the testing room

Answer sheets (for the students assigned to each
testing room):

* Prelabeled answer sheets and/or answer sheets
used in a preadministration session

« Blank answer sheets

Student Answer Sheet Instructions booklets and Mobile
Opt-In Policies documents

Irregularity Report (IR) forms
SAT School Day Request to Cancel Test Scores forms

The 2 testing room flyers (“No Electronic Devices” and
“Quiet, Please”)

The SAT School Day Standard Testing Manual or
SAT School Day Accommodated Testing Manual

If applicable, EL supports (translated directions and/or
word-to-word glossaries) for students who need them

Clear plastic bags for storage



On Test Day

6 CollegeBoard




Stu d e nt « Schools can plan for either a centralized check in or
room check in.
Check In

« If your school utilizes a central check-in, you'll check in
each student against your room roster before sending
them to an assigned room.

 If your school utilizes room check in, proctors will
check in students as they arrive to their assigned
testing rooms.

« Plan ahead for collecting electronic devices and
backpacks (if allowed by school policy) as students
enter the testing room.

- Students are not required to supply a photo ID unless
the student is unknown to the testing staff.

* Mark attendance on your student list/roster in pencil.
Check each student in as follows:

«  Write a “P” (Present) next to the name of each
student who checks in.

- After check-in is complete, put an “A” (Absent)
next to the name of any student who is absent.



Te St Secu r|ty « Copying and prohibited communication are the most

common ways for students to obtain an unfair
advantage.

* During testing, staff must:

« Watch for roaming eyes. Some students may try
to copy from a neighbor.

 Carefully observe students using calculators. A
smart phone can be disguised as a calculator
through the use of a plastic cover.

« Watch for signals. Students may signal across a
testing room by using their hands, tapping their
feet, using different colored pencils, and so on.

* Always note any such activities on the Irregularity
Report (IR). Immediately report significant
problems or events that interfere with specific
testing procedures or that compromise test
security.



Prohibited
Devices

Preventing issues with
mobile phones and
electronic devices

- At the beginning of testing, proctors will read scripts
reminding students to turn off their phones and other
electronic devices and to turn them in to the proctor, if
allowed under school policy.

» If your school does not permit the collection of
devices, proctors must instruct students to store their
powered-down devices in a bag or backpack placed to
the side of the room away from the testing area.

« Once the script has been read, if a student is observed
with a prohibited device, the test coordinator must
dismiss that student.

« A student doesn’t need to be holding a phone for it
to be considered in their possession—a phone is
considered in the student’s possession if it’s on or
under the student’s desk or in their pocket.

« If a student’s phone makes noises while in the
proctor’s possession or stored away from the student’s
desk, this should not be considered grounds for
dismissal, but the proctor should turn off the phone in
order to prevent additional disturbances during testing
and issue a warning to the student.



Distributing
Test Materials

On test day, the coordinator must count the test books:
« When distributing materials to proctors on test day
* When collecting materials from proctors and
preparing them for return

* Ensure that your proctors account for testing materials
in the testing room as instructed in their manual.
proctors must count the test books:

« After receiving the materials from you
 After distributing materials to students
 After collecting multiple-choice books

« Before they dismiss students from the testing
room



Distributing Test Materials
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Use the Irregularity Report (IR) to record an

Reporting Test | Irregularity R
. - irregularity, including:

Administration . Security incidents

Irregularities * Misconduct

« Test question errors or ambiguities
« Other incidents or disturbances
« Student complaints

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

 lrregularities filed by proctors must be countersigned
by the test coordinator, who should add any
information that might be useful.

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

* They will also be useful when completing your
makeup materials requests.
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What to
Consider for
Test Day

Important points for
Coordinators

« How will you collaborate with your SSD coordinator?

* How will you inform students of their testing location,
time they should arrive, etc.?

«  Will you have a central check-in or room check-in?

« How will you distribute materials to proctors?

- Where do you want proctors to return materials?



H el pfu | H | nts « Make sure you have the printed manuals with you on

test day for quick and easy reference.

 If issues arise, refer to the irregularity charts to
Important points for determine what to do.

Coordinators - Remind your proctors: When distributing answer

sheets be sure they are distributing the answer sheet
to the correct student.

« After collecting test books and answer sheets, review
key information to prevent delays in scoring.

« Check that the student-gridded name matches the
pre-1D label.

 The number of used answer sheets returned must
match the number of students tested, as entered
on the CRF.

« Ensure the school (Al) code on the CRF is
correct.

« Used answer sheets are not returned inside test
books or with the test book shipment.

« Used answer sheets for students with
accommodations or supports who appear on the
NAR are returned in the white Accommodated
Testing Envelope.



Best Pra Ct| ces « Do you have any strategies that you use to make test

day go smoothly that you are willing to share with the
group?




After the
Test
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COO I"d | N ato r’S « CRFs will be returned for each assessment and test

R F date.
S po rt orm « The coordinator is responsible for completing the CRF.

(C RF) *  When testing has concluded, the test coordinator is
required to count the number of answer sheets and
record the number on the CRF.

sar [—
« This form is scanned and must be completed using a
No. 2 pencil.

* You may keep a copy of this form for your local
records, but submit the original for processing.

« A sample form is included in the coordinator’s manual.

- Confirm that your school code (Al code) is correctly
prefilled in item 4—it’s required for reporting of scores
to your school, district, and/or state. Contact SAT
School Day Support if your code is not correct.

« Answer sheets from each administration date need to
be returned separately, with a separate CRF. For
example, do not mix primary administration answer

T sheets with makeup answer sheets for SAT.

- Make sure you bubble the correct date on the CRF.
For example, April 9 for the primary date and April 23
for the makeup date.



Retu N | N g Te St - For each assessment, SAT, PSAT 10, and PSAT 8/9,
. you will receive a total of three return kits.
Materials

* For SAT, you will receive:

* One for all standard and nonstandard students
who finish testing on the primary test day

« One for students testing in the accommodated
window

* One for students testing on the makeup date.
This will be sent with makeup materials
« For PSAT 10 and PSAT 8/9, you will receive:

* One for all standard and nonstandard students
who finish testing on the primary test day

» One for students testing in the accommodated
window

« One for students testing in the makeup window

« All return materials arrive with your primary test
day shipment



Packing Answer » Packing Answer Sheets

* Answer sheet return bags/boxes will have two

S h GEtS labels pre-applied: a colored Pearson label and a

UPS shipping label.

UPS Pearson - Refer to your coordinator’s manual for detailed
directions on returning answer sheets.

Label Label .
* Used answer sheets and other materials needed for
scoring from the primary test day must be returned
e the day after the test.
« Used answer sheets for students testing in the
- "% accommodated testing window must be returned as
oa 4 soon as all accommodated testing is complete.
%Eﬁ ﬁ'ﬁl-“ « Schools need to return answer sheets and test books
T T separately for each assessment.
| b . . .
2 § “\ln““ (] T « Do not include SAT answer sheets with PSAT 10
S| = e answer sheets, etc.

Image of white box for
returning answer sheets



* Packing Test Books (SAT only)
* Reuse the boxes in which your test materials

Packing Test

BOO ks arrived to return test books.
* Loose UPS labels will be included in the shipment
_~ TB Returns with the header “TB Returns.”
e RS * In addition, loose colored labels will be included in
(i the shipment to be applied to the test book return
FWING N.J 08638 bOXGS
1 NJ 066 004 « Apply one label of each type to each box.
|‘|||||MHI||I « Be sure to look for these labels when receiving
UPS GROUND - your materials. They may shift to the bottom of
the box during shipment.
T
= Do NOT return test books for PSAT 10 or PSAT 8/9.
} « Store securely until students receive test results
“Imll\lllll " and then return to students

Image of loose UPS label that needs
to be affixed to outside of box



Test Materials Packing Diagrams

Returning Used Answer Sheets and Forms Returning Test Books, Essay Books, and Unused Answer Sheets

1.Pack

Use the prelabeled white return box/courier envelope that came
with your test materials to pack in the order shown.

Gray Envelope Contents
® Testing Room Materials Reports
B SAT Testing Staff Agreement form
® Supervisor's Irregularity Reports
(SIRs)

Scratch paper, computer pages, typed
essays, or braille pages, all clipped to

1. Pack

Use carton(s) from original test materials shipment
and include enly the {tems shown,

1. Essay books (If appllqablc)

2. Seal

Use supplied tape and remove, cover, or cross out
the eriginal shipping labels,

® For small boxes, the tape should extend

. ® Defective test books, essay books, (Place loosely on t i
’ y on top in 3 inches.
Supemsor s Report MP3s, or ATCz the first return carton.) ® For large boxes, place tape around the
Form (SRF) = Request to Cancel Test Scores forms 2. MP3/ATC formate perimeter of the box.
White Accommodated (in original packaging)
Testing Envelope Contents 3, Test books
® NAR (required for scoring) {SAT, SAT with Essay)
Gray Envelope = Used answer sheets (standard or 4. Unused
large-block) for students listed on D —_
the NAR ahedts >
= Test books for students approved 7> e
3 mm 1o write answers in their test books, o $" =
White Acco odated clipped to corresponding transcribed ]
Testing Envelope answer sheets

® [f your Jabel is missing, contact TAS,

. X X — the corresponding answer sheets Include all packed aartcms‘ together in one i
Ancillary items, if any ® Defective test books for students retum"shlp.—nen? fnd clearly mark them as a set )
listed on the NAR, clipped to (e.g., "Box 10f2").
corresponding answer sheets
Possible Ancillary Items
Rﬁgular used answer Place theae, if any, on top of the regular
sheets used answer sheets, .
(SAT on top, followed = Used answer sheets associated with 3. Label 4.Ship
by SAT with Essay) an irregularity, clipped to an SIR. ® Use supplied loose preprinted UPS labels, The day before the
® Used answer sheets with misplaced (Supplied labels may be different from sample test, you'll receive an
marks, clipped together by student shown.) email with a pickup
® Test beoks containing answers ® Place new label on box. Do not put two return date, time, and
:::;l::;:nﬁ:’::’scz?;;daﬁ‘:eﬁc labels on one box, or cover a return label with confirmation number.
sheets) : . anotherlabel, If you don't receive
= Note the UPS tracking number (center of the label) the email confirmation
for your records. or need to make a
® On the bottom portion of the label: change to your courier
# Print box number and total number of boxes pickup, contact TAS
2. Shlp = Keep answer sheets flat; do not damage the edges or use being zent (e.g., Box 1 of 2). through SAT School
rubber bands, tape, or staples. * Print your school name and number, Day Support.
o = Do not wrap answer sheets in anything ¢ Note reference numbers for your records.
b ® Do not cover preapplied labels with another label, or
place another label on the same box.
= Note the UPS tracking number (center of the Jabe!—
sample at left) for your records.
® Fill in the celored portion of the label (sample at right)
with your schoel name, number, and address, | tant Notes
® Print box number and total number of boxes being sent mpor’ e
{e.9., Bex 1 of 2) on the label (sample at right). ® Do not put answer sheets inside test booka.
l{hym;dn; m]lu‘;nin]gl n;t::v |;lan one Zox af‘ma(eualls. box :' 169176040 BIARRILEAE ANS ® Make sure the unused answer sheets you are returning have no marks, no bubbles filled in, and no erasures on the
Aoou nc.u‘: ‘1' om ‘emm;r;s ALy z A onsgwm 4 test section pages. Answer sheets with marks of any kind In the test sections must be returned as used, Securely
a:y ‘:Mw:’;l' “";’: 4 t bo BCE ARy remaining Enswer store answer sheets that contain preadministration and/or label inf: ion bel ing to ta who missed the
L - e N:)Te: g‘m ej? b ':quen b }::; 5 i test, On the makeup date for the primary test date, these must be d uted to the hi
3] iied iabels may be different from samples shown




Test Materials
Return
Schedule

The day before testing, the test coordinator will receive
an email with information about the test materials pick-
up, which will include:

« a UPS confirmation number along with the date
and time of the pick-up

 information on how to change the date and time of
the pick-up, if necessary

« or, alternate directions If UPS is not available in
your area

* Follow packing and addressing instructions in the
manual.

« Prepaid shipping labels, with the correct
addresses for each box, are included with the test
material shipment.

 Errors in packing or shipping will lead to score
delays for students.

- Refer to the contact page in the coordinator
manual if you have any questions.



Te St M ate ria |S « The pre-arranged UPS delivery to pick up test

. materials will be arranged for the day after testing to
P [ Cku p allow for more time to organize and package testing
materials after testing has completed.

« If you have students testing in the accommodated
window and ALL students have finished testing before
the window ends:

« Give shipments to UPS during one of your
school’s regular pickups (if you have one).

« Call UPS to reschedule the pickup following the
instructions in the pickup email.

« Wait until the next scheduled pickup for the
makeup materials.

* For schools administering at an off-site location, UPS
pickups will occur in the afternoon on test day to
accommodate those locations where the coordinator
will no longer be on-site the following day.



SAT M a ke u p - Students, not testing in the accommodated window,

who miss the primary test date will test on 4/23/19.

« Students who have an irregularity during testing may
be eligible for makeup. For example, a student who
gets sick during testing can participate in the makeup
administration.

« Refer to the Irregularity Chart provided in the
manual for details.

* Further details around the process for ordering
makeup materials will be provided closer to test day.

*  New SAT test books will be sent for all students testing
on the makeup test date.

« Use the pre-labeled answer sheets, from the
primary test day, for the makeup test date for
students who were absent



PSAT 10 and
PSAT 8/9
Makeup

Students, not testing in the accommodated window,
who miss the primary test date will test between
April 10-23, 2019.

Unused and/or test material overages from the primary
test date will remain on-site to be used during the
makeup administration.

Please return all PSAT makeup materials together, as
soon as makeup testing is complete.

Use the pre-ID labels left over from the primary test
date for the makeup test date.

After makeup testing, store test books securely until
students receive test results and then return to
students.



« All answer sheets must be shipped by 4/26/19.

Score
Reporting

« Answer sheets will not be scored if received late.
« Student Reporting Portal - centralized portal for
students to access their PSAT™ 8/9, PSAT/NMSQT®,

PSAT™ 10, and SAT® score reports.

« K-12 Educator Reporting Portal - centralized portal for
schools, districts, states

* Report Center: Reporting tools allow educators to
configure and run online reports, apply filters for
data analysis, and print student reports.

* Download Center: Data files available to manage
electronic score downloads — manual and
automatic

» These scores are for SAT reporting, not for
accountability.

« Score reporting in ISBE’s Student Information System
(S1S) is planned for mid-July 2019.

« For more information about accessing and using the
K-12 Educator Reporting Portal view eModules at
https://satsuiteofassessments.articulate-online.com



https://satsuiteofassessments.articulate-online.com/

SAT Fee - By participating in the SAT® School Day
) administration, eligible students receive benefits by
Wa|Ve IS using an SAT School Day fee waiver, including:

* Unlimited score reports over the user’s testing
lifetime (available in their account in late April)

« College application fee waivers to use in applying
to participating colleges for free, delivered directly
to their online account at the beginning of senior
year

* Free CSS Profile® applications for financial aid

* Free Student Answer Service (SAS) or Question-
and-Answer Service (QAS)

* Fee waivers to register for an SAT or SAT Subject
Tests™ Saturday/Sunday administration
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Accessing CB
Tools

An Educator Professional
Account is the first step!

A College Board Professional Account is required for all
system access. Each user creates their own account at
collegeboard.org to allow for a single sign-on to the
following features:

College Board Reporting Portal
* The school data access manager is responsible
for assigning access to school and district staff.
* SSD Online System

* The school SSD Coordinator requests access
from the College Board.

* Access request requires a principals signature.

« Others may also request access with the school
principal’s approval.

* College Board Online Test Day Training

* The test coordinator will receive access from the
College Board. The test coordinator may grant
access to all test day staff.

- For additional information about setting up an
Educator Professional Account, you can view an
eModule at:
https://satsuiteofassessments.articulate-online.com



https://satsuiteofassessments.articulate-online.com/

Implementation Activities

Who, What, and When
November 2018 through February 2019

Test Coordinator SSD Coordinator Teachers
Follow ISBE instructions Apply for Share Official SAT
regarding Registration/Pre- Accommodations Practice on Khan
Identification of students for (SSD Online). Academy information
testing. with Students.

Prepare site for school day
testing.

Plan for rooms, furniture, and
staff for test day.

Plan for necessary schedule
adjustments, including lunch,
bells, and busses.


https://www.collegeboard.org/students-with-disabilities/ssd-online

Implementation Activities

Who, What, and When

February through March 2019

Test Coordinator SSD Coordinator Proctors, Room
Monitors, Hall Monitors

Train supervisors and test day  Print NAR from SSD Read manuals and scripts
staff using the College Board Online. as appropriate.
provided online training tools.

Confirm SSD students Attend/complete training.
Prepare for test materials have the appropriate
delivery and storage. approved

accommodations.

Affix Pre-ID labels to answer
sheets.

Conduct preadministration
session (with teachers).

April 2019 — Administer the Test!



Thank You!

Resources

Visit the ISBE SAT/PSAT webpage
https://www.isbe.net/Pages/sat-psat.aspx

Contact our lllinois Field Team
lIsat@collegeboard.orqg

= Maureen LaRaviere

Practice Resources
https://collegereadiness.collegeboard.org/sat/practice

Contact our lllinois Educator Hotline
at 844-688-9995 (option 1) or email
illinoisadministratorsupport@collegeboard.orq.



https://www.isbe.net/Pages/sat-psat.aspx
mailto:ilsat@collegeboard.org
https://collegereadiness.collegeboard.org/sat/practice
mailto:illinoisadministratorsupport@collegeboard.org

Questions




