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

Please e-mail your building plans to Terry Campbell using the guidelines below by September 20 for review and approval.

PSAT Resource for School Assessment Coordinator: http://professionals.collegeboard.com/profdownload/psat-nmsqt-supervisors-manual.pdf
PSAT Test Administration 
Grade 10 ~ No charge
Grade 11 ~ $25.00
Wednesday, October 14, 2015 
at each high school

	School
	
	Principal
	
	Ext.
	



	
PSAT Coordinator
	
	Ext.
	
	Fax
	
	Cell
	




[bookmark: _GoBack]1.  Schedule:	Students are required to be in school at 7:30 a.m.  Allow 35 minutes for administrative duties, (Pre-ID labels will save time) and 2 hours and 45 minutes for testing. (10 minutes for breaks)

Test Window Oct. 14, 2015

	Monday 
October 12


	13



	14
Grade 10 no charge. 
Grade 11 $25
	15
	16

	17 (Saturday)
No Saturday testing sites this year.



2. Accommodations:  Attach the print out form from College Board website of students with approved SSD accommodations. Order any of these non-standard materials by Sept. 25. NEW: Students with SSD approval may use a four function calculator on the No Calculator section.

	Grade 
	Student Name
	District ID
	Accommodations used

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	


3. Training Plan. (Pre-ID labels arrive on September 30. Manuals & booklets will arrive by Oct. 7.) All test proctors must be trained each year in test security and administration. Please indicate the best date and time (30-60 minutes) to conduct your proctor training. Plan for last-minute substitute needs. PPT will be provided by C&A by September 30.
Notify C&A (Annalise Schiessl) if you would like assistance hiring substitutes who will also need training at your building to proctor grade 11 students.

	Training Date
	Training Time
	Location
	Target Group
	Trainer

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



4. 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
	

	

	Handling
	Person 
Responsible
	Person 
Responsible
	Note:

	Confirm who has access to College Board website
	
	
	See PSAT info sheet

	Confirm on CB site the order placed in June is the correct count. 
	
	
	See instruction sheet

	Contact Darla Van Duren to set up a POS for Grade 11 registration. (See principal packet item Aug. 28)
	
	
	

	Bulk registration due 9/18/15. Add group sort or remove students not testing.
	
	
	

	Request date for a substitute to apply labels
	
	
	

	Distribute “Official Student Guide to the PSAT/NMQST” to encourage students to read and take the practice test items included.
	
	
	

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

	Order non-standard materials and additional booklets if needed, by Sept 25.
	
	
	

	Plan for non-standard MP3 audio test format, if needed
	
	
	

	Plan for non-standard Assistive Technology Devices software if needed
	
	
	

	Receive test documents from PSAT~Oct.3-7
	
	
	

	Register grade 11 for PSAT (ends Sept. 21)
	
	
	Remind students to bring ID

	Sort by testing teacher/proctors & apply labels
	
	
	Contact C&A if you would like help applying labels.

	Count, sign out/in to proctors
	
	
	

	Pack score sheets for return to PSAT (testing day or 1 day later)
	
	
	

	Secure Booklets until scores return
	
	
	

	Distribute scores to students
	
	
	

	Submit Remittance Form by Nov. 10 for Gr. 10
	
	
	P.O. # 303068

	Pay for Gr. 11 students
	
	
	



5. Test Tools and Supplies.  Consult the DFAs to assist you in planning for tools and materials.
	Subject
	Tools
(# 2 Pencils each day)
	Person
Responsible

	Math
	Calculator (Students with SSD approval may use a
four function calculator on the No Calculator section)
	



6. Test Communication Plan.  Please indicate your test communication plan.  
	Impacted
Group
	Communication(s)
	Date(s)
	Person
Responsible

	Students
	Bring calculator
	
	

	Parents
	Testing time and schedule changes
	
	

	Teacher/Faculty 
	Is your child taking a PSAT?
	
	Cannot proctor, if yes

	Principal
	
	
	

	Custodians
	
	
	

	Food Services
	
	
	

	Para Pros
	
	
	

	Website Info
	
	
	

	Other(s)
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