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

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

SAT Test Administration NEW FORMAT – Bulk Registration
Grade 11 ~ Wednesday, March 2, 2016 at each high school

	School
	
	Principal
	
	Ext.
	



	SAT Supervisor (SAC) 
	
	Ext.
	
	Day of testing 
Contact Number
	



1.  Schedule:	Students are required to be in school at 7:30 a.m.  Allow 30 minutes for administrative duties, and 4 hours 22 minutes for testing.

Test Date: March 2, 2016

	Monday 
February 29


	March 1



	2

Grade 11 testing 
at each high school.
	3
	4

	5
Make-up schedule 
May 7, 2016
(contract date)
Record Absent Students



2. Accommodations:  Students on 504 plans are identified and registered by school/counselors by Jan 13, 2016. Students on an IEP are identified and registered by Special Services.  Services for Students with Disabilities (SSD) coordinator downloads the Nonstandard Administration Report (NAR) from CollegeBoard website listing approved accommodations. Order non-standard materials by February 2, 2016.
Note: Calculator use in any non-calculator section requires SSD approval.
	SSD Coordinator
	Date of download of NAR Reports

	
	



3. New or Transferred Students 
Students call 866-756-7346 to have their registration transferred to another in-district school.
SAC calls 888-728-4357 to cancel a registration if a student moves out of district.

Score report fee waivers expire Sept. 30 to register in their account.
[bookmark: _GoBack]


4.   Training Plan. (Manuals & practice booklets will arrive by January 15)   
All test associate supervisors, proctors and hall proctors must be trained each year in test security and administration. Please indicate the best date and time (apx 30 minutes) to conduct your proctor training. Train additional staff for last-minute substitution. 
All Supervisors (SAC) must take the online training this year because it is a new assessment.

	Training Date
	Training Time
	Location
	Target Group
	Trainer

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. Test Security Plan.  All secure materials (booklets, answer sheets) 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 code to 
College Board (CB) website
	
	
	

	Ensure no fire drills are scheduled
	
	
	

	Arrange for late lunch
	
	
	

	Register non-grade 11 students for 
Saturday SAT (1/23/16, 6/4/16)
	
	
	Remind students to
bring photo ID

	Review Bulk Registration list and remove 
refusals
	
	
	

	Create random seating charts
	
	
	12’x15’ surface area

	Receive and distribute practice materials
	
	
	About November

	Counselors download SSD and 504 lists 
Non-standard Administration Reports (NAR)
	
	
	Different access code 
for SSD/504 info

	Order non-standard materials and additional 
booklets if needed by February 2
	
	
	

	Provide MP3 players
	
	
	

	Inventory test documents arriving on Feb 26
from CB by February 29 (within 24 hrs)
	
	
	Do not unseal

	Ensure that all eligible students complete the Blue fee waiver card provided by CB
	
	
	Arrive about 2 weeks 
before testing 

	Order additional Blue Cards if needed
	
	
	

	Return Student Data Questionnaire before
test date
	
	
	

	Sort test materials by testing rooms 
	
	
	

	Create a list of absent students for make-up
	
	
	Make-up: May 7

	Count, sign out/in to proctors
	
	
	

	On March 1, an email from CB will be 
sent to SAC about custom courier test
materials pick-up
	
	
	

	Pack answer sheets for return to CB
(testing day or 1 day later)
	
	
	

	Secure booklets until scores return
	
	
	

	Distribute scores to students
	
	
	



6. Test Tools and Supplies.  Consult the DFAs to assist you in planning for tools and materials.
  
	Tools

	Person 
Responsible

	Allowable Calculators – if you have enough 
for every student who needs one. 
	

	# 2 Pencils only (no mechanical pencils)
	



7. Test Communication Plan.  Please indicate your test communication plan.  

	Impacted 
Group
	Communication(s)
	Date(s)
	Person 
Responsible

	Students
	Bring calculator
Create or log in to CB account 
by March 11 to specify which 
colleges will automatically
receive student scores for free. 
The account will also allow
students to view their test 
scores online.
	
	

	Parents
	Testing time and schedule changes
	
	

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

	Principal
	
	
	

	Custodians
	
	
	

	Food Services
	
	
	

	Para Pros
	
	
	

	Website Info
	
	
	

	Other(s)
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