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Our goal today is to share the latest information about the Colorado 

state provided SAT Suite of Assessments based on current planning.

College Board and Colorado DOE will be continuing to finalize 

implementation details and as more information becomes available, we 

will share.

Today we will provide:

ÅAn overview of SAT, PSAT 10, and PSAT 8/9 administrations

ÅAn update on changes planned for 2019 - 20

Look for:

Session Goal

Presentation will be emailed out to attendees and later 

posted at collegeboard.org/Colorado. 

Canôt hear?

1-866-469-3239 USA Toll Free

Access code: 792 309 889
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ÅCDE-Provided SAT, PSAT 10 (for grade 10), and PSAT 8/9 (for grade 9)

ÅWhatôs New in 2020?

ÅStaff Roles and Responsibilities

ÅBefore the Test

ÅOn Test Day

ÅAfter the Test

ÅFinal Information

ÅQuestions and Answers

Agenda

Presentation will be emailed out to participants and later 

posted at collegeboard.org/Colorado. 



Colorado SAT Suite of 

Assessments
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SAT With or Without Optional Essay

Å11th grade students have the choice to take the SAT without, or with the 

optional essay.  

ÅBy default, all public school 11th graders will be registered for the SAT 

without essay.

ÅStudents who want to take the additional essay component will need to 

register for it during the essay registration window: January 20 ïFebruary 

18, 2020.

ÅStudents who do not register for the Essay within in the registration 

window will not be able to take the SAT with Essay

Consent

ÅPSAT in grade 10 and SAT in grade 11 also have an optional survey to 

help connect students to college and scholarship opportunities.  

ÅTo participate in the survey, students must submit a signed consent form.  

ÅStudents can take the PSAT and SAT without participating in the optional 

survey.  

ÅThe PSAT in grade 9 does not include an optional survey. No consent is 

required.

SAT Suite of 

Assessments
For the 2019-20 school year,  

CDE will provide

ÅPSAT in grades 9 and 10

ÅSAT in grade 11
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Å9th and 10th grade PSAT exams are aligned to the 11th grade SAT 

college entrance exam including test structure and vertical score 

scale.

ÅPSAT 10 and SAT scores can be used for scholarship applications.

ÅNote: the PSAT 10 is NOT a National Merit Scholarship Qualifying 

Test

ÅCollege Board scholarship partnerships represent more than $300 

million annually in potential scholarship opportunities

ÅThe SAT is a nationally recognized College Entrance Exam and is 

accepted by all colleges and universities in Colorado

ÅEvery 11th grader can send their scores to up to 4 colleges for free 

at the time of testing

ÅIncome eligible students receive unlimited score reports over the 

userôs testing lifetime and college application fee waivers to 

participating colleges

Student Benefits
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ÅStudents taking the SAT have the opportunity to add the optional 

essay to their registration at no cost.

ÅThrough their College Board account, students have online access to 

all of their College Board scores in one reporting portal.

ÅCollege Board partnerships with Big Future and Roadtrip Nation 

provide students with resources to help them match their interests 

with careers and college majors.

ÅStudents can take advantage of scholarship opportunities while 

planning for college: https://opportunity.collegeboard.org/

ÅBy opting into the College Boardôs Student Search Service and filling 
out the optional questionnaire, students taking the PSAT and SAT 

can be matched with colleges and scholarship providers.

Student Benefits

https://opportunity.collegeboard.org/


Key Dates
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Implementation Key Dates

Activities SAT PSAT

AI Code confirmation December 2019

Off-Site Request Deadline December 20, 2019

Student essay opt-in window January 20 ïFebruary 18, 2020 N/A

Review material order counts January 27 ïFebruary 7, 2020

March Weekend SAT Registration 

Deadline
February 14, 2020 N/A

Request Accommodations for PSAT8/9, 

PSAT 10 and SAT
Now ïFebruary 24, 2020

SAA & EL 50% Request Window January 14 ïMarch 6, 2020

Coordinator Planning Kits in Schools Week of February 24th

Test Day Online Training Module 

Becomes Available
March 3, 2020

March Weekend Test Administration March 14, 2020

Presentation will be emailed out to attendees and later posted at collegeboard.org/Colorado. 
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Implementation Key Dates
Activities SAT PSAT

Preadministration Materials Arrive in Schools March 17 ïMarch 19

Conduct Preadministration Session Late March ïEarly April 2020

Test Materials Arrive in Schools

March 24 ïMarch 26, 2020

Schools on Spring Break during this window will ship March 31 ï

April 2

Test Administration April 14, 2020 April 14, 15, or 16, 2020*

Window to Request Makeup Materials April 14 ïApril 16, 2020 April 14 ï16, 2020

Accommodated Test Administration

(Eligible Students Only)
April 14 ï17, 2020 April 14 - 21, 2020

Makeup Test Administration April 28, 2020 April 28 or 29, 2020*

Final Deadline to Return all Testing Materials 

for Scoring

No later than May 1, 2020

Documents shipped after this date will not be scored

Scores released June 2020

* District choice for primary and makeup test date for PSAT in grades 9 and 10.
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2020 Test Dates
PSAT 

Grades 9 and 10

SAT

Grade 11

National SAT 

Administration

(vouchers)

Primary Test Date April 14, 15 or 16, 2020* April 14, 2020 March 14, 2020

Makeup Test Date April 28 or 29, 2020* April 28, 2020

April 28, 2020

Schools using SAT vouchers 
must establish a testing 

location at their school or at an 
off-site location

Accommodated Testing 

Window

(for students that appear 

on the NAR)

April 14-21, 2020 April 14-17, 2020

*District choice for primary and makeup test date for PSAT in grades 9 and 10. 



Whatôs New in 2020?
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Changes for 2020

PSAT 10 and PSAT 8/9 Test 

Materials 

ÅSchools are required to return all used and unused test books after 

testing. 

ÅFor makeup testing, schools will request makeup materials through 

a survey after primary testing. Late return of answer sheets or test 

books after testing may delay score reporting for your students.

ÅPSAT 10 and PSAT 8/9 test books for the primary and makeup test 

dates will have different shapes on the cover.  

ÅAll test books will include a serial number that will be recorded on 

student answer sheets.

Different Shape 

on the cover

Serial number to be 

recorded on the 

answer sheet
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Seating requirements have changed. 

ÅThe minimum distance between students has been reduced from 4 

feet to 3 feet. 

ÅEach student must be separated by a minimum of 3 feet from right to 

left (measure from center of desk). 

ÅAt tables, students must be seated at least 3 feet apart and facing the 

same direction. 

ÅYou may seat 2 students at a table that is 6 feet or longer.

Changes for 2020

Seating Requirements
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ÅRequired staff-to-student ratios have been changed for 

accommodated rooms: the ratio is now 1 staff member per 20 

students (instead of 1 to 10).

ÅA room monitor is not required until you have 21 or more 

accommodated students testing in the same room.

Changes for 2020

Staff: Student Ratios
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ÅTest coordinators will now use their schoolôs regularly scheduled UPS 
pickup to return materials. 

ÅIf UPS does not make regular pickups at your school, the test 

coordinator will need to schedule a pickup with UPS using the pre-

paid label and information provided by College Board.

Changes for 2020

Test Material Pickups
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ÅBeginning August 2019, students approved for use of the MP3 audio 
accommodation began receiving test content via a streaming 
application instead of a flash drive. 

ÅThere are two steps required of SSD coordinators or their designated 
proctors in order to administer the MP3 audio format to approved 
students.  

ÁPrior to test day, an application needs to be installed on each 
computer used for MP3 audio testing.  SSD coordinators can 
begin this step now.  

ÁOn test day, the SSD coordinator or proctor will download the 
MP3 audio files for approved students.

ÅSSD Online access is required to install the application and the audio 
files.

ÅSSD coordinators will receive an access code that allows 
proctors to access the areas in SSD Online needed to download 
and administer the test. 

ÅMore information/instructions will be available in the coming weeks at 
collegeboard.org/colorado.

Changes for 2020

MP3 Audio Format Delivered 

Through Streaming Application

collegeboard.org/colorado
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ÅIf youôre reporting an irregularity, you will apply a pink Irregularity 
Report (IR) label to the outside of all used answer sheet return 

shipments. 

ÅIf youôre reporting a test day irregularity, scores may be delayed if 
you donôt apply the IR label to the outside of your shipment.

Changes for 2020

Irregularity (IR) Label for Answer 

Sheet Returns
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Test questions and answer explanations will no longer be provided in the 

Question and Analysis Report in the K12 reporting portal for the April 

PSAT 10 and PSAT 8/9 administration. 

ÅInstead, educators will have access to a content repository of 

released items that align, in subject and difficulty, and can be used 

with the score data. 

ÅStudents may continue to use Khan Academy to get a personalize 

practice plan based on their test results. 

ÅOnline and paper score reports will not indicate the correct answer, 

just whether the student answered correctly.

Changes for 2020

New Resources to Support 

Instructional Planning
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ÅRequired online test day training for test day staff (e.g. proctors) can 

be done either through an in-person, locally provided training session 

or using the College Board online training. 

ÅTo certify that they have completed training, test day staff will be 

required to take an online. 

ÅCoordinators will still be required to complete the online training.

ÅOffsite requests will be submitted via an online form instead of an 

excel template.

ÅSchools that requested off-sites should have received an email on 

October 23rd.

ÅSchools may also go to collegeboard.org/colorado to access the 

new online form. 

Changes for 2020

Policy Changes

collegeboard.org/colorado


Staff Roles and 

Responsibilities 
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Testing Staff Roles

ROLE DESCRIPTION

Test Coordinator Responsible for all aspects of the SAT or PSAT 

administration at the school

Services for Students with 

Disabilities (SSD) 

Coordinator(s) 

Requests accommodations for students and supports the 

test coordinator to oversee accommodated testing

Proctor Administers the test in a specific testing room

Room Monitor Assists the proctor with monitoring students in the testing 

room

Hall Monitor Keeps hallways near testing area quiet and secure on test 

day
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ÅTest Day staff cannot be involved with paid coaching or paid SAT or 

PSAT preparation. 

ÅTest day staff cannot have taken the SAT or PSAT within 180 days of 

the administration date.

ÅAny 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. 

ÅIn 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.

ÅIn large 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.

Staff Requirements
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Å The test coordinator is responsible for:

ÅAll aspects of the School Day administration at a school, including:

Å School establishment, planning rooms and staff for test day.

Å Receiving and securing all test materials, including test 

materials for students testing with accommodations.

Å Managing testing within the school and staff, and 

supervising all activities related to testing, including 

accommodated testing.

Å Collecting, packing and returning test materials, completing 

test day forms and ordering makeup materials.  

Å Acting as the main contact between the College Board and the 

school, receiving all communications from the College Board.

Å Identify at least one proctor to serve as the back-up test 

coordinator

Testing Staff Roles

Test Coordinator



25

The Services for Students with Disabilities (SSD) Coordinator is 

responsible for:

ÅBeing the schoolôs liaison with the College Boardôs Services for 
Students with Disabilities office

ÅSubmitting accommodation requests for all students who require 

them

ÅAccessing and printing the Nonstandard Administration Report (NAR) 

and assisting the test coordinator in determining rooms and staff 

required for administering the test with accommodations

ÅPartnering 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

ÅSchools 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

Testing Staff Roles

SSD Coordinator
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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.

Testing Staff Roles

Proctor

Proctor 
Responsibilities

Monitor 
Students

Maintain Fair 
Testing 

Environment

Observe 
students

Admit & Seat

Complete 
seating chart

Enforce 
Policies

Report 
irregularities

Administer 
Test

Distribute 
tests

Account for 
materials

Read script 
verbatim

Time the test
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The room monitor(s) and hall monitor(s) are responsible for assisting 

the test coordinator and proctors.

. 

Testing Staff Roles

Room Monitors and 

Hall Monitors Room Monitor 
Responsibilities

Help with testing site set up 
& admission

Answer questions

Help distribute materials

Monitor test takers & report 
violations

Hall Monitor 
Responsibilities

Help with testing site set 
up & admission

Direct students to rooms

Patrol halls & report 
violations

Cover for staff on breaks



Before the Test
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Before the Test

ÅPrepare Your School

ÅPrepare Yourself

ÅBuild Your Lists

ÅPlan Your Space

ÅPlan Your Staff

ÅBuild Your Schedule

ÅPrepare Your Staff

ÅPrepare Your Students

ÅPrepare Your Materials
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Based on the establishment survey responses provided by your test 

coordinators, schools will be assigned a six-digit school code 

representing the attending institution (AI code)

ÅAI Codes are required to pre-ID students, administer College Board 

exams, apply for student accommodations, and receive materials and 

studentsô exam scores.  

ÅAI codes are six-digit numbers that are unique to your school.

ÅThe same AI code will be used for SAT, PSAT 10, and PSAT 8/9.

ÅCoordinators will receive confirmation of their schoolôs AI code in 
December

ÅIf you participated last spring, or if you administer other College 

Board assessments, your AI code will remain the same.

ÅSchools must establish as a test site each year.

ÅIf you are administering more than one assessment at your school 

this spring, you should have indicated each assessment you are 

administering as part of the establishment survey completed in early 

Fall.

Prepare Your School

School Establishment
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Prepare Your School

Determine Test Dates for PSAT and 

SAT

SAT 

ÅAll schools must test on the defined dates.

ÅVirtual schools may choose to distribute vouchers for students to test on the 

national administration date (March 14, 2020), but should plan to offer a 

makeup (either at your school or an off-site) to those who miss the national 

admin.

PSAT

ÅDistricts may choose one day for the primary and one day for the makeup 

test date. 

ÅGrades 9 and 10 may test on the same day or different days, however all 

students in the same grade must test on the same day.

ÅStudents who miss the primary day must be tested on the designated 

makeup test date.

PSAT 

(grades 9 and 10)

SAT

(grade 11)

National SAT 

Administration

(vouchers)

Primary Test Date
April 14, 15 or 16, 

2020*
April 14, 2020 March 14, 2020

Makeup Test Date April 28 or 29, 2020* April 28, 2020 April 28, 2020**

*District choice for primary and makeup test date for PSAT in grades 9 and 10.

** Schools must plan to test either at their school or at an off-site location. 
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ÅRegistration/pre-identification will be done though bulk upload submitted by 

CDE.

ÅLabels will be shipped to each school for all students who were Pre-IDôdso 

they may be affixed to student answer sheets.

ÅCollege Board will determine your material order based on

ÅThe students pre-identified (Pre-ID) to test

ÅThe students approved for accommodations via College Boardôs SSD 
online system

ÅSchools will NOT place orders for materials.

ÅCollege Board will ship a small overage of test materials to account for 

standby test takers, typically students who transfer into the school after the 

October enrollment count, etc.

Prepare Your School

Registration and 

Material Ordering
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ÅThe material order review window will allow schools to view the 

amount of test materials that will be shipped to their schools.

ÅSchools will NOT be able to change orders.  

ÅThe materials ordered are based on the October count submitted 

by CDE in the pre-ID file and include an overage.

ÅReview the total count to ensure it aligns with total student count.

ÅSchools will receive an email providing instructions on how to access 

the College Board Test Ordering System to complete this step.

ÅWe recommend schools review their orders and follow the 

instructions to contact College Board if additional materials are 

needed.

Prepare Your School

Material Order Window:

January 27 ïFebruary 7
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Prepare Your School

Material Order Window:

January 27 ïFebruary 7

ÅWhen reviewing orders, test coordinators should confirm they are 

receiving enough test materials to test all their students.

Findings Action for Schools

Correct amount of materials No action needed

Too many materials No action needed

Too few materials Contact the Colorado School Day 

Support line to increase their 

order. 
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ÅStudents taking the SAT will have the option to add the essay to their 

registration at collegeboard.org during the essay opt-in window

ÅStudents will create or log into their College Board Account

ÅChoose to ñChange Registrationò

ÅSelect ñAdd the Essay to my registrationsò

ÅAll students must register for the essay during the registration window.  

Students are not permitted to add the Essay on test day, even if you 

have additional materials.  

Prepare Your School

Student SAT Essay Opt-in Window: 

January 20 ïFebruary 18
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Å Coordinators will be able to run the Roster Report in the K12 

Reporting Portal and choose ñSAT Registration Summaryò to monitor 

students who have added the essay.

ÅThe report is updated each day.

ÅThis report may be used to monitor students using vouchers to 

register for the for the March weekend administration as well. 

Å College Board will post a pre-recorded webinar regarding the 

optional essay on collegeboard.org/Colorado in late December to 

assist schools

Prepare Your School

Student SAT Essay Opt-in Window: 

January 20 ïFebruary 18

collegeboard.org/colorado
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ÅSchools who requested vouchers for the March National SAT 

administration will receive vouchers for students to use to register 

online at collegeboard.org

ÅA pre-recorded webinar will be posted online in December to provide 

detailed instructions.

ÅDistribute vouchers to students with instructions

ÅStudents must register for the March SAT between December 10 

and February 14, 2020.

ÅStudents using vouchers will test on Saturday March 14, 2020.

Prepare Your School

Using a voucher to register for 

March SAT National administration
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ÅOff-site testing locations allow students to be tested at a location other than 

their high school.

ÅSome reasons that you may require an off-site testing location include your 

school does not have a physical location (e.g. a Virtual School), you donôt 

have enough room to test all students, or you need to setup more than one 

location to be closer to students.

ÅThe Coordinator at the primary location will receive all materials and will be 

responsible for distributing materials to the off-site location(s).

ÅSchools may request an off-site location, such as a district office, to test 

students who cannot return to the high school, e.g., expelled students.

ÅSubmit a testing plan for each site to College Board.

ÅDistricts may also choose to apply for off-sites for one or more than one 

school in their district. 

ÅAll off-site testing plans are due by December 20.

ÅSchools and districts that submit their off-site requests on time will receive 

their off-site materials with their other test materials

Prepare Your School

Off-site Testing Locations
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Offsite Requests

ÅNew this year!  Online request submittal.

-Schools and districts will need to submit the online 

form at:  sat.org/offsiterequest with the required 

information for each offsite location.  

-Submitter will receive an email confirmation of 

request. Important to save this email.

-Submitter will be able to update off-site information 

online.

ÅSchools/Districts that have more than 10 schools 

using the same off-site location:

-Contact College Board at 

coloradoschooldaysupport@collegeboard.org

-College Board will assist with submission

-Each sitesô point of contact will receive an email 
confirmation of request.

https://docs.google.com/forms/d/e/1FAIpQLSfJ37ANPXH3wzfFYlh_QHg-ir-ZyQWnzs0uTiIaQDn6UhHzxA/viewform
mailto:coloradoadministratorsupport@collegeboard.org
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The College Board is committed to making sure that students with 

disabilities can take the exams with the accommodations they need and 

will consider all requests to ensure that we measure studentsô academic 

abilities, regardless of their disabilities.

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: 

ÅCollege 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.

ÅState Allowed Accommodations (SAA): These are state-specific 

accommodations defined by CDE. 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.

Prepare Your School
Accommodations
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Each school should have an SSD coordinator to request 

accommodations for students with disabilities.  

ÅIf 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.

ÅAn AI code is required to gain access to the SSD Online system.  For 

schools that donôt yet have an AI code from College Board, 

accommodations requests can be made once you receive the AI 

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 in next 

week. 

Prepare Your School

Accommodations and SSD 

Coordinators

https://www.collegeboard.org/pdf/ssd/ssd-coordinator.pdf
http://www.collegeboard.org/ssd
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ÅEach school should follow state and district procedures for collecting 

consent to request for accommodations

ÅUse the Colorado specific consent form:

ÅAccommodations consent form: English or Spanish

ÅEL 50% Support Consent form: English or Spanish. 

ÅUse a district specific consent form

ÅUse the consent form posted in SSD Online

ÅAccommodations requests are submitted by each schoolôs SSD 
coordinator via SSD Online. 

Prepare Your School

Accommodations and SSD 

Coordinators

https://collegereadiness.collegeboard.org/pdf/colorado-consent-form-accommodations-requests.pdf
https://collegereadiness.collegeboard.org/pdf/colorado-ssd-online-consent-form-spanish.pdf
https://collegereadiness.collegeboard.org/pdf/co-el-supports-consent-form.pdf
https://collegereadiness.collegeboard.org/pdf/co-el-supports-consent-form-spanish.pdf
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Request Accommodations

Accommodations Request Windows

Activity Deadline

Request College Board Accommodations Now ïFebruary 24, 2020

Request State Allowed Accommodations January 14 ïMarch 6, 2020

Request 50% Extended Time for EL January 14 ïMarch 6, 2020

Late Request Window

For specific scenarios:

Å Students who are newly enrolled at a school

Å Students who are newly classified at an eligible 

grade level

Å Students who have a newly identified disability

February 25ïMarch 6, 2020

Schools who do not submit accommodation requests on time may not receive materials on time.
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English learners will continue to be able to utilize EL supports for the 

CDE-provided spring 2020 SAT, PSAT 10, and PSAT 8/9 administration. 

These supports include:

ÅUse of an approved word-to-word bilingual glossary

ÅUse of translated test directions, and

Å50% 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.

Prepare Your School

English Learner Supports
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Use of an approved word-to-word bilingual glossary:

ÅList includes approximately 100 glossaries for spring 2020.

ÅUse of glossary does NOT require an approval by College Board.

ÅThe approved list will be available at collegeboard.org/colorado

Use of translated test directions:

ÅTranslated 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.

ÅDirections will be available in Albanian, Arabic, Bengali, Chinese (Mandarin), 

French, 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.

ÅUse of translated test directions does NOT require an approval by College 

Board.

ÅTranslations will be available to print in February at collegeboard.org/colorado

Prepare Your 
School

English Learner Supports
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Use of 50% extended time:

ÅStudents 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.

ÅAlthough not an accommodation, EL students requiring 50% 

extended time will need to be identified in SSD Online.

ÅSchools can request 50% extended time for ELs starting January 

14, 2020 through the English Learner Support dashboard in SSD 

Online. Students will be automatically approved and no supporting 

documentation is required.

ÅEL students using 50% extended time can be tested with other 

students with accommodations testing with the same timing and test 

materials.

Prepare Your 
School

English Learner Supports

Go to English Learner Support Dashboard > 
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Before the Test

ÅPrepare Your School

ÅPrepare Yourself

ÅBuild Your Lists

ÅPlan Your Space

ÅPlan Your Staff

ÅBuild Your Schedule

ÅPrepare Your Staff

ÅPrepare Your Students

ÅPrepare Your Materials
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ÅComplete the mandatory online test coordinatorôs training

ÅRead the PSAT and SAT School Day Coordinatorôs manual

ÅDistribute Testing Room manuals to proctors and SSD coordinator(s) 

for their review

ÅReview the contents of the Coordinatorôs Planning Kit which will 
arrive in late February

Prepare Yourself

Tasks for the Coordinator
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ÅColorado requires annual test-day training for all coordinators and testing 

staff administering the SAT, PSAT 10, and PSAT 8/9. 

ÅTest coordinators will receive an email with a link to access the mandatory 

online training in early March.  Once accessed, the training will be available 

through your College Board Professional Account.

ÅShare the link with other staff, as necessary.

ÅTest coordinators and SSD coordinators will be required to take the training. 

ÅOther test day staff will either need to complete the online test day training 

provided for their role or be trained by their test coordinator. Proctors who 

have been trained by their test coordinator will be required to access the 

online test day training module to complete a quiz to demonstrate that they 

have been trained. 

ÅPlease ensure that staff are trained by the appropriate dates:

ÅCoordinators must be trained by March 25

ÅProctors must be trained by April 8

Prepare Yourself

Online Coordinatorôs Test 

Administration Training 
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Before the Test

ÅPrepare Your School

ÅPrepare Yourself

ÅBuild Your Lists

ÅPlan Your Space

ÅPlan Your Staff

ÅBuild Your Schedule

ÅPrepare Your Staff

ÅPrepare Your Students

ÅPrepare Your Materials
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ÅCoordinators will locally create students lists and room rosters to use.

ÅCoordinators will work with the SSD coordinator to understand how 

many students will be testing with accommodations.  

ÅMore information about creating rosters will be in the coordinatorôs 
manuals.

ÅThe Nonstandard Administration Report (NAR), which is printed from 

SSD Online by the SSD coordinator, will be the roster of all students 

testing with accommodations. 

Build Your Lists
Tasks for the Coordinator
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ÅLists ALL students approved for accommodations.

ÅGroup students that must test on the primary test day and those who may 

test in the accommodated window.

ÅInclude the test book color and the script name the student should use.

ÅIncludes students testing with EL 50% extended time.

Build Your Lists

SAT Nonstandard 

Administration Report (NAR)

SECTION 1.  

Students testing 

on the primary 

test day.

SECTION 2.  

Students testing 

in the 

accommodated 

window


