2015-16 SAT Supervisor
(SAC) Instructions

The following instructions are designed to help you prepare and administer the SAT test.

Before the Test

❑ Inventory material (do not unseal shrink-wrapped packets)
❑ BlackBoard Connect (BBC) Call 
1. Registration process
2. Late lunch, recommend that you bring a lunch as well as quick snack items

❑ Students complete Student Data Questionnaire. Class of 2017 may have CB account if tested for PSAT. 

❑ Direct students to the SAT website with sample questions and test-taking tips:
 	collegeboard.org/sat

❑ Read the school day Supervisor’s Manual (pages 16-21 list irregularity scenarios). 

[bookmark: _GoBack]❑ Distribute Fee Waiver Vouchers (Expire Sept. 30) 

❑ Non-standard test formats for students with an approved (SSD) IEP/504 and arrange for locations according to accommodation and use color coded books
   
❑ Preparation:
1. Schedule classrooms (section C)
2. Schedule students in rooms
3. Prepare Test Tickets 
4. Silence announcement and bells
5. Print Attendance Rosters www.ets.org/supervisor
6. Create seating chart (required) pg. 5
7. Arrange for late lunch

❑ Schedule number of associate supervisor and proctors (cannot supervise or proctor if a family member is testing or organizing the Saturday SAT test)
	❑   1-34		1 Associate Supervisor  
	❑   35-50	1 Associate Supervisor plus 1 Proctor                     
	❑   51-100	1 Associate Supervisor plus 2 Proctors
			(1 additional proctor per 50)
❑   Hall proctors – 1 per 5 classrooms (no talking in hallway)

Test Day Preparation 

❑ Remove (or cover) any visible educational materials in    the test rooms that may be related to the test content.

❑ This is a timed test. Ensure that each room has at least one visible clock. 

❑ Use the attached sample to create a seating chart, this chart must be retained for 6 months. Assign students to seats randomly and ensure that friends or relatives are not seated near each other. Four feet from center of person.

❑ Post “No Cellphones” and “Quiet Please” signs

❑ Prepare for non-registered students - see pg. 24
	Paper registration forms provided by CB


Test Day

❑ Late start – may be admitted if directions are still being read. No admittance after the first classroom has a break.

❑ Distribute to Associate Supervisor: 
· Test booklets in numerical order
· Copy of classroom roster for attendance
· Blank SIR form
· Request to cancel forms
· “No cellphone” and “Quite please” signs (if not posted)
· Seating Chart (assigned or random, not alpha)
 
❑ Distribute to Associate Supervisor and Proctors: 
· SAT School Day Testing Manual
· Associate Supervisor and Proctor Instruction sheet with the completed information below:

❑ Post the following information on the white board in your classroom:

• Today’s Date: 	March 2, 2016
• School Code     ________XXXXXX______    
• School Name and City: 
• Room Number:
• #2 Pencils only, no mechanical pencils










The SAT Supervisor/School Assessment Coordinators (SAC) for your school are:
Name: ____________________________________
Emergency Phone Contact: ____________________
Name: ____________________________________
Emergency Phone Contact: ____________________













After the Test Checklist

❑ Collect booklets from each Assoc. Supervisor in the order of distribution and ensure you have the student answer sheet

❑ Confirm that each student’s booklet has the student name and school information as you collect them.

❑ Record students requiring a makeup exam

❑ Review any Supervisor’s Irregularity Reports if submitted according to the Supervisor’s Manual.

❑ Pack materials according to the return directions provided in the Supervisor’s kit.
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