SITE OPERATIONS CIRCULAR NO. 2010
Office of Secondary Schools

SAN DIEGO UNIFIED SCHOOL DISTRICT

Date: August 31, 2017
To: High School Site Administrators/ Testing Coordinators
Subject: Special Accommodations Requests for ACT and College Board

Testing Programs (SAT, PSAT/NMSQT, PSAT 10)

Department and/or

Persons Concerned: High School Administrators

Reference: None

Action Requested: Review ACT accommodation guidelines and implement
Attachments: 1. Testing Accommodations Responsibilities

2. 2017 — 2018 College Assessment Testing Dates and Locations
3. 2017 — 2018 Testing Center Codes and Contact Information

Brief Explanation:

Students who show that their documented disabilities affect participation in the exams are eligible to
take those exams with accommodations. Typical accommodations include Braille and large-print
exams, extended time, use of a computer for essays, and extra breaks; however, these are not the
only accommodations available. The testing organization must approve all accommodation requests
for every student — even those who receive accommodations at school. Use of accommodations
without approval will result in cancellation of test scores. The approval process can take up to seven
weeks. Sites may suggest district-identified testing centers to service requests for atypical
accommodations.

Each school site must designate a test coordinator in order to:
e Submit requests for organization-approved accommodations
e Check the status of requests
o Review decision notifications
e Request reconsideration of requests that were not approved initially, if applicable

The site principal should carefully select the site test coordinator to ensure that work is properly
distributed among staff and in accordance with the guidelines of the SDEA contract.

Parents/ guardians requesting additional information for ACT accommaodations, specifically, should
be directed to Test Accommodations for Examinees with Disabilities. For questions or additional
information, contact Lorelei Olsen, lolsen@sandi.net.

APPROVED:

Cheryl Hibbeln
Executive Director, Secondary Schools


https://www.act.org/content/dam/act/unsecured/documents/ACT-TestAccommodationsChart.pdf
mailto:lolsen@sandi.net

Testing .
Stage Organization Responsible
ACT TC
1
College Board SSD
ACT
2 Parent/
Student
College Board
ACT TCor TAC
3
College Board SSD
ACT
4
College Board
ACT TCor TAC
5
College Board SSD
6 ACT
7 TCor TAC
8 ACT & College Board

Attachment 1

Testing Accommodations Responsibilities

Action ltem

Request test coordinator (TC) role access in the online Test Accessibility and
Accommodations System (TAA). Refer to the TAA User Guide for detailed
instructions. Review detailed responsibilities at Test Policies for ACT

Special Testing.

Request services for students with disabilities (SSD) coordinator role access
to SSD Online.

Sign a Consent to Release Information to ACT form. Submit request for
accommodations online when registering for the ACT. Once an examinee
has registered online for the ACT, ACT will automatically email instructions
regarding how to work with TC or TAC to request accommaodations and
submit supporting documentation.

Sign a Parent Consent Form and submit request for accommaodations with
the SSD coordinator through SSD online or request a paper Student
Eligibility Form from the SSD coordinator.

Collect signed parent consent form and submit requests and supporting
documentation to ACT using TAA. Refer to the Test Accessibility and
Accommodations User Guide to get access and instructions on how to
navigate through this system.

IMPORTANT! All accommodation requests must be submitted through TAA

by the published registration deadlines for the student’s preferred test date.

Collect signed parent consent form and gather all records related to the
student’s disability and requested accommodations (e.g., [EP/ 504, history of
receiving accommodations, psychoeducational evaluation). Follow the
directions to make an Online Accommodations Request.

e Receives and reviews requests and documentation.
e Provides an Accommodations Decision Notification in TAA.

o Receives and reviews requests and documentation.
Provides a Decision Letter for the student through SSD Online.

e Reviews each Accommodations Decision Notification.
Edits requests for reconsideration using TAA, if applicable.
Calls ACT to request format changes, such as to request a DVD
instead of a reader.

e Manages Accommodations Online to check request status, submit
additional information, change accommodations, view decision letters,
reopen denied requests, and/or create and print eligibility rosters.

e Receives and reviews all requests for reconsideration.

e Provides an updated Accommodations Decision Notification in TAA.

o If contacted to request a different format, confirms any requested
format changes.

e Reviews any updated Accommodations Decision Notifications.
o Downloads advanced search results in TAA to plan for test day.

Ships all paper format test materials to the TC and/ or SSD coordinator for
examinees testing with approved accommodations.


http://www.act.org/content/dam/act/unsecured/documents/user-guide-test-accessibility-and-accommodations.pdf
https://www.act.org/content/dam/act/unsecured/documents/6378%20Test%20Coordinator%20Policies%20for%20ACT%20Special%20Testing-Web%20(002).pdf
https://www.act.org/content/dam/act/unsecured/documents/6378%20Test%20Coordinator%20Policies%20for%20ACT%20Special%20Testing-Web%20(002).pdf
https://www.collegeboard.org/students-with-disabilities/ssd-online/get-access
http://www.act.org/content/dam/act/unsecured/documents/TAA-Consent-to-Release-Information-to-ACT.pdf
https://www.collegeboard.org/pdf/ssd/ssd-consent-form-accommodations.pdf
http://www.act.org/content/dam/act/unsecured/documents/user-guide-test-accessibility-and-accommodations.pdf
http://www.act.org/content/dam/act/unsecured/documents/user-guide-test-accessibility-and-accommodations.pdf
https://www.collegeboard.org/students-with-disabilities/ssd-online/submit-requests
https://www.collegeboard.org/students-with-disabilities/ssd-online/manage-accommodations

Attachment 2

2017 - 2018 College Assessment Testing Dates & Locations
San Diego Unified School District

Test

Testing Date

Testing Locations

Registration
Deadline

Late
Registration
Deadline

Deadline for
Changes

Online Score
Release

SAT

8/26/2017

PATRICK HENRY HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
UNIVERSITY OF SAN DIEGO
WALDORF SCHOOL OF SAN DIEGO HS

7/28/17

8/8/17

8/15/17

9/18/17

ACT

9/9/17

RANCHO BERNARDO HIGH SCHOOL

SAN DIEGO HIGH SCHOOL

SAN DIEGO STATE UNIVERSITY
SOUTHWEST HIGH SCHOOL

UNIVERSITY OF CALIFORNIA, SAN DIEGO

8/4/17

8/18/17

8/18/17

9/19/17

9/10/17

SAN DIEGO JEWISH ACADEMY

8/4/17

8/18/17

8/18/17

9/19/17

SAT

10/7/17

CRAWFORD HIGH SCHOOL
GOMPERS PREPARATORY ACADEMY
HERBERT HOOVER HIGH SCHOOL
LINCOLN HIGH SCHOOL

MT CARMEL HIGH SCHOOL
PATRICK HENRY HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
TORREY PINES HIGH SCHOOL

9/8/16

9/19/17

9/27/17

10/20/17

ACT

10/28/17

GOMPERS PREPARATORY ACADEMY
RANCHO BERNARDO HIGH SCHOOL

SAN DIEGO HIGH SCHOOL

SAN DIEGO STATE UNIVERSITY

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL

ST. AUGUSTINE HIGH SCHOOL
UNIVERSITY OF CALIFORNIA, SAN DIEGO

9/22/17

10/6/17

10/6/17

11/14/17

10/29/17

SAN DIEGO JEWISH ACADEMY

9/22/17

10/6/17

10/6/17

11/14/17

SAT

11/4/17

CRAWFORD HIGH SCHOOL

E3 CIVIC HIGH SCHOOL

HERBERT HOOVER HIGH SCHOOL
LINCOLN HIGH SCHOOL

MT CARMEL HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
TORREY PINES HIGH SCHOOL
UNIVERSITY OF SAN DIEGO

10/5/17

10/17/17

10/25/17

11/17/17




2017 - 2018 College Assessment Testing Dates & Locations
San Diego Unified School District

Attachment 2

Test

Testing Date

Testing Locations

Registration
Deadline

Late
Registration
Deadline

Deadline for
Changes

Online Score
Release

SAT

12/2/17

HERBERT HOOVER HIGH SCHOOL
LINCOLN HIGH SCHOOL

MT CARMEL HIGH SCHOOL
PATRICK HENRY HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
TORREY PINES HIGH SCHOOL
UNIVERSITY OF SAN DIEGO

11/2/17

11/14/17

11/21/17

12/15/17

ACT

12/9/17

MONTGOMERY HIGH SCHOOL

RANCHO BERNARDO HIGH SCHOOL

SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL

UNIVERSITY OF CALIFORNIA, SAN DIEGO

11/3/17

11/17/17

11/17/17

12/19/17

12/10/17

SAN DIEGO JEWISH ACADEMY

11/3/17

11/17/17

11/17/17

12/19/17

ACT

2/10/18

RANCHO BERNARDO HIGH SCHOOL

SAN DIEGO HIGH SCHOOL

SAN DIEGO STATE UNIVERSITY
SOUTHWEST HIGH SCHOOL

ST. AUGUSTINE HIGH SCHOOL
UNIVERSITY OF CALIFORNIA, SAN DIEGO

1/12/18

1/19/18

1/19/18

2/21/18

2/11/18

SAN DIEGO JEWISH ACADEMY

1/12/18

1/19/18

1/19/18

2/21/18

SAT

3/10/18

CRAWFORD HIGH SCHOOL
GOMPERS PREPARATORY ACADEMY
HERBERT HOOVER HIGH SCHOOL
LINCOLN HIGH SCHOOL

MT CARMEL HIGH SCHOOL
PATRICK HENRY HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
TORREY PINES HIGH SCHOOL
UNIVERSITY OF SAN DIEGO

2/9/18

2/20/18

2/28/18

3/23/18

ACT

4/14/18

RANCHO BERNARDO HIGH SCHOOL

SAN DIEGO HIGH SCHOOL

SAN DIEGO STATE UNIVERSITY

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL

ST. AUGUSTINE HIGH SCHOOL
UNIVERSITY OF CALIFORNIA, SAN DIEGO

3/9/18

3/23/18

3/23/18

4/24/18

4/15/18

SAN DIEGO JEWISH ACADEMY

3/9/18

3/23/18

3/23/18

4/24/18




Attachment 2

2017 - 2018 College Assessment Testing Dates & Locations
San Diego Unified School District

Test

Testing Date

Testing Locations

Registration
Deadline

Late
Registration
Deadline

Deadline for
Changes

Online Score
Release

SAT

5/5/18

CRAWFORD HIGH SCHOOL
HERBERT HOOVER HIGH SCHOOL
LINCOLN HIGH SCHOOL

MT CARMEL HIGH SCHOOL
PATRICK HENRY HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
TORREY PINES HIGH SCHOOL
UNIVERSITY OF SAN DIEGO

4/6/18

4/17/18

4/25/18

5/18/18

SAT

6/2/18

CRAWFORD HIGH SCHOOL

E3 CIVIC HIGH SCHOOL

HERBERT HOOVER HIGH SCHOOL
LINCOLN HIGH SCHOOL

MT CARMEL HIGH SCHOOL
PATRICK HENRY HIGH SCHOOL
RANCHO BERNARDO HIGH SCHOOL
SAN DIEGO HIGH SCHOOL

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL
TORREY PINES HIGH SCHOOL
UNIVERSITY OF SAN DIEGO
WALDORF SCHOOL OF SAN DIEGO HS

5/3/18

5/15/18

5/23/18

7/11/18

ACT

6/9/18

GOMPERS PREPARATORY ACADEMY
RANCHO BERNARDO HIGH SCHOOL

SAN DIEGO HIGH SCHOOL

SAN DIEGO STATE UNIVERSITY

SAN YSIDRO HIGH SCHOOL
SOUTHWEST HIGH SCHOOL

UNIVERSITY OF CALIFORNIA, SAN DIEGO

5/4/18

5/18/18

5/18/18

6/19/18

6/10/18

SAN DIEGO JEWISH ACADEMY

5/4/18

5/18/18

5/18/18

6/19/18

ACT

7/14/18

SAN DIEGO STATE UNIVERSITY
SOUTHWEST HIGH SCHOOL

6/15/18

6/22/18

6/22/18

7/24/18

**Deadlines expire at 11:59 p.m. Eastern Time, U.S.




2017 — 2018 TESTING CENTER CODES AND CONTACT INFORMATION

Attachment 3

SITE/ Contact TESTING LOCATION ACT CODE SAT CODE
th
o | ooy | oot | owr
et 262173 | san Diego CA 62102 238970 0s6r3
HERBERIG?S?S\ZZR—HJSSOSCHOOL 4457;:1 %;Z{zncio;zli\grd No test offered 05686
L|Nc(2;r;1) g I666I-_|655C0I-C|JOOL 4S7a7n7Dlzzg§'”2LA9";1“1‘;e No test offered 05061
MT CARMEL HIGH SCHOOL 9550 Carmel Mountain Road No test offered 05667

(858) 484-1180

San Diego, CA 92129

MONTGOMERY HIGH SCHOOL

3250 Palm Avenue

(619) 628-3800 San Diego, CA 92154 211410 No test offered
T e asermon | snoiege Chezio | Notestofferd 0s670
T o | swommoos | e | oo
Oy breaeo0 San Disgo, CA 52154
ST. AUGUSTINE HIGH SCHOOL 3266 Nutmeg Street 225500 No test offered

(619) 282-2184

San Diego, CA92104

TORREY PINES HIGH SCHOOL
(858) 755-0125

3710 Del Mar Heights Road
San Diego, CA 92130

No test offered

05751

UNIVERSITY OF CALIFORNIA, SAN DIEGO
(858) 534-2230

9500 Gilman Drive
La Jolla, CA 92093

004590

No test offered

UNIVERSITY OF SAN DIEGO

Serra Hall

5998 Alcala Park No test offered 05682
19) 260-
(619) 260-4600 San Diego, CA 92110
WALDORF SCHOOL OF SAN DIEGO HS 3547 Altadena Avenue No test offered 05679

(619) 280-8016

San Diego, CA 92105




