To:	Building Principals
AP Building Designees (SACs)
From:	Terry Campbell X4057
Re:	AP 2015-16 Building Plans 


Please e-mail your building plans to Terry Campbell using the guidelines below by March 27 for review and approval.

AP Resource for School Assessment Coordinator: 
https://secure-media.collegeboard.org/digitalServices/pdf/professionals/2014_ap_coord_manual.pdf

New this year:
		
Advanced Placement (AP) Test Administration 
Regular Test Administration: May 2-13

	School
	
	Principal
	
	Ext.
	

	
AP Coordinator
	
	Ext.
	
	Fax
	
	Cell
	



1.  Schedule:	Students are required to be in school at 7:30 a.m.  Allow 35 minutes for administrative duties. Duration of testing time varies by subject, see pages 76-83 of AP Coordinator’s Manual. List the exams testing each day at your school. 

Regular Testing Window May 2-13, Late Testing Window May 16-18
	May 2 
Monday


	3




	4


	5


	6

 


	9
	10
	11




	12


	13



2. Proctors Needed: Provide C&A with the number of students testing, Number of Rooms, and the number of proctors needed for each date below including 1 on 1 proctors. The proctor room ratio is 1:34 ratio; up to 50 = 2; 51 to 100 = 3 (1 more for each 50). Students must be 5 feet apart (center to center). 
	Date
	Student
Count
	Number of rooms
	1 to 1 Proctors Needed
	Proctor
Count
	Date
	Student
Count
	Number of rooms
	1 to 1 Proctors Needed
	Proctor
Count

	May 2
	
	
	
	
	May   9
	
	
	
	

	May 3
	
	
	
	
	May 10
	
	
	
	

	May 4
	
	
	
	
	May 11
	
	
	
	

	May 5
	
	
	
	
	May 12
	
	
	
	

	May 6
	
	
	
	
	May 13
	
	
	
	


3. Accommodations:  Students on IEP or 504 plans must submit requests by February 20 if not in the system. Attach the print out form from CollegeBoard (CB) website of students with approved SSD accommodations. Order any of these non-standard materials preferably by February 20, 2015. 
	Grade 
	Student Name
	Subject
	District ID
	Accommodations requested

	

	
	
	
	

	

	
	
	
	



4. Materials Ordering Deadlines:
a. Order Pre-administration materials. Must order by March 11 to receive on April 3 or order by April 1 to receive by April 13.
	Person Responsible
	Notes

	

	

	

	


b. AP Studio Art Exams:  Must provide students with AP numbers and access by February 20, 2015 to ensure that all students have been provided access to the Digital Art submission website. 
Deadline to submit: May 8, 2015 at 5pm PST.
	Student Name
	District ID
	Order one exam for each portfolio 

	
	
	

	
	
	


c. Foreign Language:  Students taking Chinese or Japanese, order CD by March 11, 2015. Order master CDs equal to number of testing rooms.
	Student Name
	District ID
	Person responsible to receive set-up 
CD and installation and order special 
headsets if needed. 

	
	
	

	
	
	



d. Order Test Booklets: Orders placed between March 27 and April 10 will be delivered by 
April 24. Orders placed after April 10 will incur a $55 fee.
	Person Responsible
	Notes

	

	

	

	



e. [bookmark: _GoBack]Music – Web based or CD recording by February
	Student Name
	District ID
	Person responsible to set-up online or 
CD and installation and order special 
headsets if needed. 

	
	
	

	
	
	




f. Late Exams – Deadline to order May 15, 2015 (Testing window May 20-22)
	Student Name
	District ID
	Person responsible to receive set-up 
CD and installation and order special 
headsets if needed. 

	
	
	

	
	
	



5. Student Pre-Administration Registration Plan
	Date
	Person Responsible
	Notes

	
	
	

	
	
	

	
	
	


6. Training Plan: Manuals & booklets are posted on CB website in December. The administrator in 
charge of AP testing must attend the annual training on March 24, 2015. Plan for bathroom breaks 
for 1:1 proctor. Are there any additional proctors unable to attend the district training?
	Job Title 
	Name
	AP Position
	Date

	Administrator
	
	
	Enter district
training date

	AP Coordinator
	
	
	

	Success Coordinator
	
	
	

	Office Support
	
	
	

	Additional Proctors
	
	
	



7. Test Security Plan.  All secure materials (booklets, score sheets, and labels) must be kept in a locked, limited access location once they arrive in your building and should be checked out just prior to testing.  Indicate your secure area and the names of persons who have key access.  

	Document Storage
	Location:

	
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Name
	Name
	Name

	Staff with keys (access)
	
	
	

	Do you need to rekey?
	□ Yes 
	□ No
	

	

	Ordering, receiving and handling 
materials
	Person 
Responsible
	Person 
Responsible
	Note:

	Confirm who has access to CB professional 
website.
	
	
	

	AP Participation forms are due to CB 11/15 
Request Parent Bulletins
	
	
	

	Provide students with AP parent bulletin (required)
and exam info.
	
	
	

	Counselors review list of current students with 504
accommodation for PSAT/SAT and send parent information to additional students
	
	
	

	Ensure each student has a CB account, uses that
email on Answer Sheet
	
	
	

	Post registration information in school website
	
	
	

	Provide AP Art student with AP number ASAP
	
	
	

	Language Tests:  Confirm number of cassette 
players and recorders (CDs) needed for other 
languages.
	
	
	

	Chinese and Japanese: 
· Ensure cassette (CD player in student’s
computer) are tested and functional.
· Ensure proctors having training specific
           to these unique exams.
	N/A
	
	

	Counselors Download SSD and 504 lists 
Non-standard Administration Report (NAR) 
pp 84-86
	
	
	Different login code
for SSD/504 info

	Schedule pre-administration session – late April
	
	
	

	Create each classroom seating chart, 5’ 
center to center
	
	
	

	Receive test documents from AP – April 3 or 24
	
	
	

	Inventory within 24 hours and save boxes
	
	
	

	Count, sign out/in to proctors
	
	
	





8. Supplies.  Consult the AP manual to assist you in planning for tools and materials.
	  Supplies for Proctors
	Person Responsible

	Black pens, #2 Pencils, stapler, 
paper clips, extra lined paper,
clock visible to all students – 
may use computer screen.
	

	
	

	
	

	
	



9. Transportation for off site testing
	  Activity
	Person Responsible
	Date

	Notify C&A of ECA dates
	
	

	C&A notify Transportation dept.
	
	



10. Test Communication Plan.  Please indicate the date you will communicate the action items to 
targeted audience.  
	Teacher/Faculty: Is your child taking AP classes? If yes, you cannot proctor AP testing.

	Activity
	Students
	Parents
	Teachers
Paras
	Food Services Custodians
	Website 
Info
	Other

	Set-up AP information 
session
	
	
	
	
	
	

	Distribute exam schedule
	
	
	
	
	
	

	Set up fee paying process
	
	
	
	
	
	

	Practice exams
	
	
	
	
	
	

	Plan for late lunch
	
	
	
	
	
	

	What to bring: calculators, 
quick snack, lunch
What not to bring: cellphones
	
	
	
	
	
	

	Fee reduce eligibility
	
	
	
	
	
	

	Permission slips to offsite  
exams
	
	
	
	
	
	

	Pre-administration date
	
	
	
	
	
	



11. Everett Civic Auditorium (ECA) May 7 Spanish Testing
	  Activity
	Person Responsible
	Notes

	BBC Call (ID, snack, permission slips)
	
	

	Permission slips
	
	

	Lunch arrangements
	
	

	Transportation pick-up and return schedule
	
	

	Cassette players
	
	

	Transport test booklets and test materials
to ECA
	
	Arrive at 6:30am

	Pick-up test booklets and test materials
from ECA
	
	Arrive at 12:30pm






12. ECA May 14 World History
	  Activity
	Person Responsible
	Notes

	BBC Call (ID, snack, permission slips)
	
	

	Permission slips
	
	

	Lunch arrangements
	
	

	Transportation pick-up and return schedule
	
	

	Cassette players
	
	

	Transport test booklets and test materials
to ECA
	
	Arrive at 6:30am

	Pick-up test booklets and test materials
from ECA
	
	Arrive at 12:30pm


 
13.  After Testing: Receiving Materials from Proctors  
	  Activity
	Person Responsible
	Notes

	Ensure all answer cards are completed
	
	

	Ensure AP barcodes labels are correct on
answer sheet, free response and cassettes
	
	

	Fill in the free/reduced indicator on the 
answer sheet, where applicable
	
	

	Designate class sections for scoring on
answer sheet, if desired.
	
	

	Ensure homeschool students used school 
code 994899
	
	

	Ensure answer sheet is inside the booklet
	
	

	Pack score sheets for return to 
CB in original boxes 
	
	testing day or 1 day later



14.  After Testing: Returning Exam Materials to CB
	Activity
	Person Responsible
	Notes

	Go to CB and create a packing list.
Print 3 copies ( see page 61-65)
	
	

	Exams must be shipped before the
close of business day after last exam.
	
	

	Exams must arrive at CB by June 1
	
	

	If late testing, send separate shipment 
after testing.
	
	

	Shipments not received before June 1 are
billed at twice the rate.
	
	

	Pack score sheets for return to 
CB in original boxes 
	
	testing day or 1 day later

	Submit exam payment by June 15
	
	CB web, select generate invoice

	Score reports available in July
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