Understanding the College Board Accommodations Process
NYCDOE Professional Development Day – November 3, 2015

Session Goals
+

Provide information about the College Board accommodations request
process.

+

Review guidelines for documentation requests.

+

Give guidance for schools needing accommodations for March 2, 2016
SAT School Day administration.

+

Respond to questions from participants.
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March 2, 2016 Administration Timeline
+

We encourage everyone to start early!

+

March 2, 2016 Administration accommodation requests are due by January 13,
2016.

+

Any students that participated in previous College Board assessments and were
approved for accommodations will not need to reapply unless their accommodation
needs change.

+

To establish yourself as an SSD Coordinator and gain access to the SSD Online
system, complete the SSD Coordinator Form to request access to SSD Online Go to
https://www.collegeboard.org/students-with-disabilities/ssd-online/get-access
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College Board Services for Students with Disabilities (SSD)
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 students’ academic abilities, regardless of their disabilities.
+

Accommodations for students with disabilities are available for ALL College Board
tests. SSD reviews requests for accommodations for students taking PSAT 10,
PSAT/NMSQT, SAT® and Advanced Placement tests.

+

Once approved for accommodations, with limited exceptions, student remains
approved for all College Board tests.

+

There is no set “list” of accommodations: We receive, and approve, requests for
new types of accommodations on a regular basis.

+

Accommodations required for CB tests may differ from those needed in school.
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Examples of Disabilities
+

Specific Learning Disorder

+

Attention-Deficit/Hyperactivity Disorder

+

Blind/Visually Impaired

+

Deaf/Hard of Hearing

+

Traumatic Brain Injury

+

Motor Disorders (i.e., Tourette’s disorder)

+

Physical Impairments

+

Psychiatric Disorders

+

Autism Spectrum Disorder

*List is not exhaustive
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Examples of Commonly Requested Accommodations
The purpose of accommodations on College Board tests is to provide access to
the tests – not to provide the ideal testing environment.
+

Extended Time Accommodations

+

Extra & Extended Break Accommodation

+

Recording Responses Accommodations (computer, scribe)

+

Change of setting (Small group setting, 1:1 testing, school-based)

+

Reading & Seeing Accommodations

+

-

Braille

-

Audio test forms (MP3 Audio, Assistive Technology Compatible)

-

Reader

-

Writer/Scribe

-

Large print test

-

Large block answer sheet

Other examples
-

Permission to take medication/food/drinks during test

-

Assistive Technology
*List is not exhaustive
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Accommodations on College Board Tests
+

Students must have a documented disability to be approved for College Board
accommodations that result in college reportable scores.

+

College Board requests information from the school to help ascertain a students
needs in order to make sure that students with disabilities can take the exam with
the accommodations they need.

+

While there are no set documentation requirements, we do provide guidelines for
common documentation that we find useful to help us learn about the students
needs. Any documentation that is provided will be reviewed.

+

We encourage schools to work with the parents– The request process is most
efficient when the school submits a request online, has all available documentation,
and when a parent is aware of what accommodations are being requested.

+

Start early – the approval process can take approximately 7 weeks when
documentation review is required.
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Accommodations - What, How, and Why
+

When submitting documentation, including IEP and 504 plans, please be sure it is
comprehensive and provides information to answer the following questions:
- Student must have a documented disability (“What”)
- Functional impact needs to be demonstrated. (“How”)
The mere presence of a disability does not necessarily mean a student requires
testing accommodations on College Board tests.
- The submitted documentation must show the need for the specific
accommodation being requested. (“Why”)

+

We also have found that the Michigan Review of Existing Evaluation Data (REED)
forms can be helpful.
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What is the Application Process?
+

Online request process - Log in at any time to see status of students’ request or to
print a list of approved students. Go to: www.collegeboard.org/ssdonline
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What is the Application Process?
1.

Print a parental consent form
and have the parent sign it

2.

Go to SSD Online
(CB Professional account required)

3.

Enter basic student information
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What is the Application Process?
4.

Answer questions about student’s disability, requested accommodations, and
available documentation via SSD Online
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What is the Application Process?
4.

(Continued) Answer questions
about student’s disability,
requested accommodations,
and available documentation
via SSD Online
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What is the Application Process?
5.

Submit the request electronically via SSD Online

6.

Review the system notification regarding any requested documentation
There are two ways for a student to
be determined eligible for College Board
accommodations:
- School verification – Some requests
can be approved automatically through
our school-verification system. The SSD
Coordinator verifies that the student
meets College Board eligibility criteria and
the student has documentation on file that
meets the College Board Guidelines for
Documentation.
- Documentation Review – Other requests
require documentation. The College
Board reviews a student’s disability
documentation to determine if it meets the
Guidelines and if accommodations are
appropriate. SSD Online tells coordinators
when documentation is required, and
based on the specific request, what
documentation would be most helpful.
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What is the Application Process?
7.

Submit documentation
(upload to SSD Online,
fax, or mail) when required

8.

Receive e-mail notification
that decision has been made;
log in to view decision letter
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Documentation Guidelines
+

Documentation recommendations vary depending on the disability and the
accommodation requested.

+

When submitting documentation, all documentation should provide evidence of the
following:
- The disability
- The degree to which the student’s activities are affected (functional limitation)
- The need for the specific accommodation requested

Documentation which includes the following is most helpful in the review process:

+

- State the specific disability as diagnosed
- Be current (varies based on disability/documentation)

- Provide relevant educational, developmental and medical history
- Describe the comprehensive testing techniques
- Describe the functional limitations
- Describe the specific accommodations
- Establish the professional credentials of the evaluator
+

Send documentation that was used to make the determination even if out of date with
any current information about the student. Please note, schools are not required to
have students retested to support any documentation request.
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Documentation of Disabilities
+

Documentation for Learning Disabilities/ADHD
- Most helpful:
 Scores from nationally-normed, individually administered testing and report from psycho-educational
evaluation should be included.
 Include the student’s standard or scaled scores (Age/grade equivalents and/or percentiles are not
sufficient), as well as full report.
 WRAT, Nelson-Denny, WASI and/or KBIT alone are not sufficient, without other documentation
 College Board does not require a specific test

- Where a student has been approved for accommodations through a Response to
Intervention (RTI) process, without comprehensive testing, supporting documentation is
required and the request will be evaluated through the documentation review process.
 Detailed description of the process used, including all assessment tools used by the school to determine
the nature and scope of disability and the interventions provided.
 The student’s response to interventions and other assessment tools
 Any other information that would help us to understand student’s disability and need for accommodations
(e.g., teacher evaluations or surveys, detailed performance reports, etc.).
 Outdated psychoeducational evaluations and test scores, if available, along with information about
student’s current abilities
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Documentation of Disabilities
+

Documentation for Physical/Medical Disabilities
- A summary of assessment procedures and evaluation instruments used to make the diagnosis
- A narrative summary of the evaluation results, and
- A rationale for each accommodation recommended by the evaluator.
- Temporary medical conditions are not disabilities and have a separate process.
See website for details.

+

Documentation for Visual Disabilities
- Include the student’s visual measurements and results from the most recent eye examination
- If the diagnosis is based on a visual motor dysfunction, phorias, fusional ranges, depth
perception and visual accommodation measurements should be included. Justification for the
request of any or all accommodations should be provided.

+

Documentation of Psychiatric Disorders
- Provide qualitative information regarding disability and its impact on student’s ability to take
College Board tests.
- Include frequency, duration and intensity of symptoms
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Documentation of Accommodations
+

Extended time
- Documentation that time is an issue
- Keep in mind: No self-pacing – consider other accommodations

+

Computer
- Documentation of an impact on written expression skills
- Where an applicant requests a computer because of dysgraphia, the student should include
documentation of a fine motor problem and an academic test of written language
- Keep in mind: Computer is generally available for essays only; all special equipment must be
requested

+

Four-function calculator (for non-calculator sections)
- Documentation on an impact on math calculation
- For non-calculator sections, only basic, four-function calculator would be approved (no
scientific or graphing calculator)
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What if documentation is not available?
The College Board documentation guidelines are recommendations for the
documentation we find most helpful, however we understand that the requested
documentation may not be available. In those cases, alternate documentation such as
the following can be provided:
+

Detailed description of the process used to determine that accommodations are
needed, including all assessment tools used by the school to determine the nature
and scope of disability

+

Supporting documentation that
demonstrates the student’s disability,
describes its impact on the student’s
activities, and supports the need for
the requested accommodation

+

Outdated psychoeducational
evaluations and test scores,
if available, along with information
about student’s current abilities

+

Other information such as teacher
surveys, detailed performance
reports, writing samples, etc.
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Common Reasons why Applications are not Approved
+

Insufficient documentation
- Send full psycho-educational report – not just IEP or 504 Plan

+

Documentation not current

+

Requesting inappropriate accommodations (e.g., time v. breaks)

+

No diagnosed disability

+

No functional impact

+

Accommodation interferes with test validity

Remember, any application can be resubmitted with additional
documentation for consideration.
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Common Reasons Why Documentation is Requested
+

IEP or 504 Plan has not been in place for 4 school months

+

Documentation is not current

+

Student is requesting specialized equipment or an accommodation that is not typically provided

+

Requested accommodation does not “match” disability

+

For Learning Disabilities or ADHD, student does not have results from both a cognitive ability test
and academic achievement test.

Keep in Mind
+

Provide date of FIRST formal plan, not current plan. (Approximate date is OK)

+

Only include accommodations that are needed for College Board tests. (Some classroom
accommodations may not be needed for the SAT)

+

Do not request the same accommodations for all students – only request accommodations that
the student actually uses.

+

College Board accommodations may be given differently than classroom accommodations - If a
student is requesting extended time solely for the purpose of taking a break, request “Extra
breaks” and not “Extended time.

+

Check with parents and appropriate staff before indicating that student does not have
documentation. Parents may have documentation that is not in your files.

Special Cases
+

Changes in accommodations
- If a student’s accommodation needs change, the SSD Coordinator can use SSD Online to
request the change.

+

Students who transfer
- If a student had previously been approved for accommodations by the College Board while at
their old school, the SSD Coordinator can use SSD Online to move the student to their
dashboard. There is no need to reapply for accommodations unless there is a change in
need. We encourage communications between schools/districts to confirm status.
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Where to start?
+

Identify an SSD Coordinator
This should be someone who is familiar with the student’s needs, for example, at the school
level this may be a Lead Special Education Teacher Consultant or at the district level this may
be a Special Education Director.

+

Complete the SSD Coordinator Form to request access to SSD Online Go to
https://www.collegeboard.org/students-with-disabilities/ssd-online/get-access

+

Create a College Board Educational Professional Log-in Account (EPL)
Go to www.collegeboard.org/profaccount to create account

+

Receive Access code (1st time only)
Will be sent by email

+

Download the parent consent form
Download from SSD Online or from http://professionals.collegeboard.com/testing/ssd/forms

23

Questions
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Contact Us
FAX:

(866) 360-0114

By Phone:

(212) 713-8333 or (844) 255-7728 (Coordinator Hotline)

By Email:

ssd@info.collegeboard.org
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