
Connecticut SAT® School Day 
Training for Test Center Supervisors 
and SSD Coordinators



• The Connecticut SAT® School Day is a standardized 

test.

• Valid results DEPEND on STRICT ADHERENCE to the 

procedures in this training.

• Please pay special attention to the 

security requirements, denoted by a 

padlock icon. 

• We’re counting on your compliance. 

The Importance of Training



Key Terms



Terms You Need to Know

Common Terms

CSDE – Connecticut State Department of 
Education staff oversee the Connecticut SAT 
School Day and are ready to answer your 
questions.

TAS — Test Administration Services staff 
oversee testing and are ready to answer your 
questions.

SOAR — The Supervisor Online 
Attendance Roster provides the most up-to-
date information for students registered at 
your center.

SSD – Services for Students with 
Disabilities staff oversee testing of students 
with accommodations.

NAR – The Nonstandard Attendance 
Roster of students who test under the 
supervision of the SSD Coordinator.

Forms

TRMR — The Testing Room Materials 

Report is used to account for testing 

materials in the testing room.

SRF — The Supervisor’s Report Form is 

used to tally used and unused materials 

for processing.

SIR — The Supervisor’s Irregularity 

Report form is used to report any 

incidences or irregularities during an 

administration.
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Standard administration — Testing with no additional time or 

breaks, or alternate test formats like Braille or cassettes.

Nonstandard administration — Testing with College Board-

approved accommodations.

Extended time — Testing with either 50 percent (make the text 

black on this whole item) or 100 percent additional time.

Roster vs. NAR – Students’ Admission Tickets indicate Roster if

they are testing under the Test Center Supervisor or NAR if they are 

testing under the SSD Coordinator.
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NAR — The Nonstandard Administration Report is the roster of students 

who are testing with accommodations such as 100% extended time, which 

is accessed through the SSD online system by the SSD Coordinator.

SSD Coordinator — School professional who submits requests for 

accommodations and oversees testing for students needing 

accommodations listed on the NAR.  
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SSD Accommodations — There are two different types of SSD 

Accommodations:

• Listed on your Roster — Using the pink scripts and test books for 

nonstandard testing, such as:

 50% extended time 
 Extra or extended breaks

• Listed on the NAR — Using the cyan or lime scripts and supervised by the 

SSD Coordinator for nonstandard testing. Often nonstandard formats of the 

exam such as Braille or large print are used. Other accommodation types 

include:

 100% extended time 
 Use of a computer 
 Use of a human reader or writer

Connecticut Specific Accommodations — are state allowed 
accommodations (SAA) to support EL students or those 
requiring sign language.



Resources for You
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Connecticut SAT® School Day 

Testing Manual

• Includes policies and 

procedures for testing. 

• Use it during your own 

training, and give copies 

to staff when you train 

them.

• As you continue this 

training, you will see this 

icon , which points out 

related information in your 

manual.



If your school also offers weekend SAT 

testing, remember:

• Connecticut SAT School Day materials sent to the test 

center supervisor and to the SSD coordinator must 

never be mixed with other weekend testing materials.

• Mixing materials could lead to delays and possible 

cancellation of scores.

School Day and Weekend SAT 

Testing – An Important Reminder



Planning Administration



Arrange for Test Day with School 
Administration 
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You will need to: 

• Arrange time for standard testing

• Arrange time for 50% extended time testing

• Arrange time for 100% extended time testing

• Plan an additional hour for administrative tasks after testing.

Set protocol for late testing, if allowed. Refer to “Section A: Preparing 

for School Day Testing” in your manual:

• Designated rooms

• Door closes 45 minutes after regular testing begins

Important – Bus schedules may need to be adjusted and

lunch periods must be scheduled after testing completes.

Set Schedule
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Set aside secure storage for testing materials

Designate an area for test-takers to assemble 

before and after testing

Ensure minimal distractions on 

test day:

• No bells or fire drills

• No announcements over the loudspeaker

Other Arrangements to Make



Allocate Rooms for Testing
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Testing rooms must have:

• A working clock visible to students

• Proper lighting 

• Proper ventilation

• Proper seating

• Removal or cover-up of instructional materials (e.g., 
maps, charts) on test day

Review the testing room requirements in “Section A: 
Preparing for School Day Testing” in your manual.

Testing Room Requirements
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• Chairs with backs, facing the same direction

• Chairs aligned in rows, with unimpeded access

• Students separated by 4 feet on all sides (measured 

from center of desk)

• Large, smooth writing surface (at least 12 x 15 inches)

• Refer to the Testing Manual for sample seating charts.

Unacceptable Seating Arrangements:

• Study carrels

• Lapboards

• Booths or tables with partitions/dividers

Seating Requirements
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• Use enrollment of eligible students to estimate rooms needed.

– Fewer than 35 students can be tested with one staff member in 

room.

– Large rooms are acceptable if the layout will permit secure testing of 

large groups.

– Use separate rooms for standard testing, SSD test takers listed on 

the Roster and SSD test takers listed on the NAR.

• Refine estimates using SOAR Roster and NAR (accessed online by the 

SSD Coordinator). 

• Balance resources.  Start with 1 Associate Supervisor per room. Add 1 

Hall Proctor for every 5 rooms. Add Room Proctors if needed.  

• Refer to “Section A: Preparing for School Day Testing” in your manual.

Estimating the Number of Rooms 

and Staffing 
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• Select separate hall or wing of school for testing, if possible.

• Ensure access to rest rooms.

• Consider the school’s schedule of classes and choose 
larger classrooms where more students can test (to 
minimize reassignment of nontesting students).

• Recommended size — between 25 and 34 students. 

Review the roster and NAR to determine the number of testing 
rooms you will need.  Some accommodations on the NAR 
require testing in separate rooms.

• If you choose a large room, such as a cafeteria or 
auditorium, remember that students cannot face each other.

Best Practices: Selecting Rooms



Select and Train Staff
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Role Responsibility

Test Center Supervisor Supervise all phases of exam

Backup Test Center 

Supervisor
Assumes the responsibility of the Test Center 

Supervisor on test day if he/she is unable to 

perform their duties.

SSD Coordinator 

(for students on the NAR)

Supervise testing of students listed on the NAR.  

Responsibility includes printing the NAR from 

SSD Online, arranging staffing and rooms, 

managing receipt and return of materials.

Associate Supervisor Administer exam in the testing room

Room Proctor Assist Associate Supervisor 

Hall Proctor Monitor test-takers outside the testing room

Staff Roles and Responsibilities
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Associate Supervisor 

Responsibilities

Associate Supervisor

Monitor students

Admit & seat
Enforce 

policies

Administer test

Read script 

verbatim

Complete 

seating chart

Report 

irregularities

Distribute 

tests

Account for 

materials
Time the test
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Room Proctor

Help with center 

setup & 

admission

Hall Proctor

Answer questions

Help distribute 

materials

Monitor test-

takers & report 

violations

Help with center 

setup & 

admission

Direct students 

to rooms

Patrol halls & 

report violations

Cover for staff 

on breaks
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• General responsibilities
of each position.

• Review the Testing Staff 
Agreement. 

• All staff must sign the Testing 
Staff Agreement form.

• Avoid conflicts of interest:

– No affiliation with test-
preparation companies

– No intention of taking the test

– No relatives taking the test

Review Staffing Guidelines



Train Your Associate Supervisors
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 Section D: Procedures in the Testing Room

1. Testing Materials

2. Standardized Testing Procedures

3. Maintaining Security in the Testing Room

 Sections E-H: Timing charts and Checklists for 

preparing to test

 Section E-H: Testing scripts for appropriate rooms

Use the webinar recording at: www.sde.ct.gov/sde/SAT

Use the Manual to Train Staff

http://www.sde.ct.gov/sde/SAT
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DO NOT allow students to select seats.

• The Associate Supervisor has 2 choices:

– Randomly assign seats

OR

– Preassign seats before admitting students.

• Confirm students and distribute Admission 

Tickets at the testing room door for all 

students.

Admitting & Seating Students
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• Students who missed registration or began attending your school 

after registration took place may still be permitted to test. They must 

complete a paper Registration Form.

• Students will need tie State Assigned Student ID (SASID number.  

Refer to page 25 in the Testing Manual for the instructions of what 

fields to complete.)

• Check your materials to see if you have enough materials to accept 

unregistered students eligible for School Day testing. You cannot 

borrow materials from other schools.

• If you have enough materials and space to test these students, you 

will need to complete the bulk transmittal form provided in the 

supervisor’s kit and include it with the test-day paper registration 

forms in the green envelope.

Admitting Unregistered Students
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SAT Sections Time

(in minutes)

Reading 65

Break 10

Writing and Language 35

Math (no calculator) 25

Break 5

Math (with calculator) 55

Book collection 15

Total (hours, minutes) 3h, 30m
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Extended Time for Reading 

(entire test)

SAT Sections 50% Extended Time 100% Extended Time

Reading 49 minutes

5-minute break

49 minutes

65 minutes

5-minute break

65 minutes

5-minute break 5-minute break

Writing and Language 53 minutes

5-minute break

70 minutes

5-minute break

Math (no calculator) 38 minutes 50 minutes

END OF DAY 1 TESTING

Math (with calculator) 42 minutes

5-minute break

41 minutes

55 minutes

5-minute break

56 minutes

Total (hours, minutes) 4 hours 32 minutes

20 minutes

6 hours

20 minutes
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SAT Sections 50% Extended Time 100% Extended Time

Reading 65 minutes 65 minutes

5-minute break 5-minute break

Writing and Language 35 minutes

5-minute break

35 minutes

5-minute break

Math (no calculator) 38 minutes 50 minutes

5-minute break 5-minute break

Math (with calculator) 42 minutes

5-minute break

41 minutes

55 minutes

5-minute break

56 minutes

Total (hours, minutes) 3 hours 41 minutes

20 minutes

4 hours 10 minutes

20 minutes
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• Break time is not part of testing time —

the “clock stops” after the timed section 

ends.

• Cell phones and any other electronic 

devices are prohibited at all times 

during testing, including breaks.

• Associate Supervisors must secure 

materials during breaks.

• Students should not converse during 

breaks.

Managing the Breaks 
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Tell students exactly what time they 
must be back in their seats.

If possible: 

• Designate nearby rest rooms for the use 
of testing students only.

• Do not allow non-testing students in the hallways near the testing rooms.

• Recheck Admission Ticket of all students upon returning from break.

Monitor halls:

• Do not allow students to converse in the halls.

• Use of electronic devices of any kind is prohibited.

Monitor restrooms:

• Ensure that hall proctors patrol hallways and monitor restrooms during 
scheduled breaks.

Best Practices: Managing Breaks
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In the testing room:

• Keep materials out of the reach of students.

• Never ask students to distribute test materials.

• Make sure that no one copies, removes, or 

photographs any part of the test materials.

• Never leave test materials unattended.

Preventing Theft of Test Materials
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Train your staff on the use of the following 

forms, provided in your training kit.

• Sample Attendance Roster and Admission Ticket

• Testing Room Materials Report with seating chart

• Supervisor’s Irregularity Report form (SIR) 

• Request to Cancel Scores form

Associate Supervisor's Use of Forms
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The Associate Supervisor must:

• Keep materials out of the reach of students.

• Count test books: 

 Before distributing

 After distributing

 Before dismissing students

• Distribute test books in serial number order.

• Account for all materials on the Testing Room Materials 

Report. 

 See Section D of the manual.

Counting and Distributing Test 

Materials
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Associate Supervisor’s Notations on 

the Testing Room Materials Report

Test book serial number

The seating 

chart is found 

on the back of 

the Testing 

Room 

Materials 

Report.
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Use to record any unexpected issue in the testing 

room or center. 

Examples:

• Interruptions

• Shortage of materials

• Student illness 

• Misconduct

• Defective testing materials

• Prohibited items

Some issues may need immediate attention and a 

call to CSDE or TAS.

 See Section B of the manual for 

instructions and Irregularity Chart.

Supervisor’s Irregularity Report 

(SIR)
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Reminders: 

• Each Associate Supervisor 

should have copies of this form.

• If a student becomes ill, the 

Associate Supervisor must sign 

the form and record it on the SIR.

• Students have up to the third 

school day after test day to 

cancel scores. 

SAT® Request to Cancel Test Scores 

Form 
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Staff should have:

• Test books (in serial number order) 

and answer sheets

• Copy of roster and/or NAR with pre-

assigned testing room assignments

Staff should hang up the:

• Post “Quiet, Please” flyer 

on testing room door.

• Post “No Cell Phones” flyer prominently.

Preparing Rooms
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Staff should:

• Post on the board:

– Date 

– Center Number 

– High School Name 
and City

– Room Number

– Start Time

– End Time

– Reminder to use No. 2 pencils

– Reminder not to use a pen or mechanical pencil

Preparing Rooms

Today’s Date: mm/dd/yyyy
Center Number: ##### 
High School Name, City 
Room Number: ###
Start Time: hh:mm
End Time: hh: mm

USE A NO. 2 PENCIL ONLY. 

DO NOT USE A PEN OR MECHANICAL 
PENCIL.
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Associate Supervisor must:

• Read the scripts verbatim to test-takers.

• Watch for common test-taker infractions:

– Use of cell phone

– Attempts to copy

– Attempts to remove test materials

• Never leave room/test materials unattended.

• Secure test materials out of reach of students.

 See Section D of the manual.

Testing Students
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• Collect answer sheets and test books in the same order they were 

distributed:

• Verify each test-taker’s identifying information: 

– Check the  Admission Ticket.

– Check page 1 of each answer sheet for completeness.

– Check that written and bubbled information match.

• Account for all materials:

– Verify by count.

– Verify by serial number.

• Do not dismiss students until all test materials have been accounted for.

 See the end of the script in Section E or Section F.

Before Dismissing Students
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• Mark the serial numbers on the Testing Room 

Materials Report during the first test section.

• Have extra No. 2 pencils in every testing room.

• Ensure a working clock is visible to students and is 

readily available, if needed.

• If consistent with your school rules, consider collecting 

students’ cell phones before testing starts and 

returning them at the end of testing.

Best Practices: In the Testing Room



Review Rosters
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• The online rosters have the most up-to-date information 
about the test-takers registered at your school.

• The Test Center Supervisor uses the Supervisor Online 
Attendance Roster (SOAR) portal to generate a list of:

– Standard test-takers

– Nonstandard test-takers and their accommodations

• The SSD Coordinator uses the online SSD System to 
retrieve the NAR of those accommodated students. 

• The Test Center Supervisor should work with the SSD 
Coordinator to allocate space and staff as needed for 
nonstandard test-takers listed on the NAR.

Using the Online Roster
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Use the roster to:

• Refine the number of testing rooms needed, especially 

for nonstandard test-takers. 

• Check your testing materials when you receive them to 

make sure that sufficient materials have been sent and 

no damage has occurred.

 Find the SAT Accommodation Codes Listed on 

the Roster in the Appendix of your manual.

Using Your Roster to Plan for 

Test Day
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• You are able to download your roster in 

Excel or PDF format.

• This allows you more flexibility to sort and print your 

rosters for your staff.

• You also have the ability to create testing room rosters 

after exporting to Excel.

• Your roster is an important record-keeping document 

— keep your annotated copy on file for 6 months 

following the test.

Best Practices: Using Your Roster



Overseeing Testing and Ensuring 
Test Security



Receive and Store Test Materials
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• When you receive your test materials, you must 

ensure that they are kept secured and locked 

with limited access.

• Before storing, check that you have enough:

– Aqua books for standard testing

– Pink books for nonstandard testing

– Cyan books for non standard testing on the NAR

– Lime books for Connecticut Specific Accommodations

If you have students who need large-type test books and answer sheets, they will 

arrive separately.

The SSD Coordinator will receive and secure nonstandard testing materials for 

students listed on the NAR.

Receiving Test Materials
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• Alert your school office staff that the 

shipment is arriving in the week prior 

to testing.

• Have a locked storage area 

ready, with:

– Limited access

– A secure lock

• Do not remove any testing materials from the center without the 

consent of CSDE and OTI.

• If you are a test center offering weekend SAT testing, keep School Day 

materials separate from other weekend testing materials.

 See Section B of the manual.

Keeping Test Materials Secure
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Check serial numbers against shipping 

notice to ensure that the correct materials 

have been received.

Check the test date to ensure that you use 

the correct materials for testing, especially if 

you are also a weekend SAT test center.
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• Keep materials shrink-wrapped until 

test day.

• Use your roster as a source to: 

– Check quantities.

– Make sure you have enough test books 

for accommodated students listed on the 

Roster and NAR.

 See Section B of the manual for 

additional information.

Checking Test Materials
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After you check your materials: 

• Reseal the cartons with the tape provided.

• Sign your name across the tapes.

• Lock them in a secure storage area.

• Check materials daily and report 

any tampering.

Securing the Test Materials
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• Haven’t received materials the Friday before 
the test 
• Missing Standard Materials call Test Administration 

Services (TAS) at 800-257-5123.

• Missing Non-Standard Materials call the SSD office at 
844-255-7728.

• Tampered, damaged, or materials missing from 
your shipment.

• Call Office of Testing Integrity (OTI) at 609-406-5430

 See the inside front cover of your manual for 
contact information.

When to Call for Assistance
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Check your packing list for 

other materials. 

• Instructions for returning 

materials for scoring

• Forms

• Posters

• Tape, shipping labels 

and envelopes

The Supervisor’s Kit
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• Work with the school facilities staff to arrange a 
storage area that is secure.

• Start putting together kits for your Associate 
Supervisors, including:

• Manual

• Flyers and poster for room

• Forms 

• Extra No. 2 pencils

• Do not allow students or unauthorized staff access to 
the test materials.

Best Practices: Receive and Store 

Test Materials



Distribute Tests and Forms
for Each Testing Room
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Suggested Time Activities

6:45 a.m. • Staff arrival 

• Facility preparation 

7 a.m. • Review staff assignments and room 
assignments   

• Distribute materials to staff

• Sign necessary forms

7:15 a.m. • Staff report to their rooms 

• Prepare for student arrival
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Associate SupervisorSupervisor

When distributing to Associate 

Supervisors
2

Before dismissing students5

After distributing to students4

In testing room:

When collecting from Associate 

Supervisors
6

When receiving 3

When delivered to school1
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• Fill in the date, center number, room number and 

type, and Associate Supervisor’s name.

• Indicate the number of test books and serial 

number range(s).

Testing Room Materials Report

 Use form on back cover 

of manual for each 

Associate Supervisor 

OR

 Extra forms provided
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• The day before test day, complete your kit of materials 

for each room and fill out the name of each Associate 

Supervisor and serial numbers on the Testing Room 

Materials Report.

• You may want to use large clear plastic tubs to contain 

the test materials for distribution to each Associate 

Supervisor.

• Keep test books sealed in the plastic wrapping until 

test day.

Best Practices: Distributing Materials



Overseeing Test Center 
Admission
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• Schools will receive 

Admission Tickets for all 

students before test day.  

• Distribute to students upon 

entry so they have the 

registration number, needed 

for their answer sheet.

• Confirm the name on the 

ticket matches the student 

testing.

Admission Tickets
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1. Write the letter “P” next to each student who is present.
2. Check the “Verify ID” column if the student is unknown to you.
3. Later, when consolidating rosters, write the letter “A” next to 

absent students.
4. Add the unregistered student’s name, date of birth, address 

and phone number at the bottom of the roster and check the 
appropriate columns.
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• Admit students who aren’t 

registered if you have enough 

materials using standard 

procedures.

• Have students complete only 

the fields designated on pg. 

24-25 of the Testing Manual

• If there are not enough materials, 

have students complete the 

registration form.  You will need 

to request materials when you 

receive the email regarding 

makeup materials.

Unregistered Students



Click to edit Master title style

• Complete the “Required 
Information” box with all 
applicable contact info.

• Tally Unregistered 
students on the Bulk 
Transmittal Form. 

• Return the Bulk 
Transmittal and all student 
registration forms in the 
green supervisor 
envelope.

• Note:  Only return this 
form if you have students 
who register on test day.

Additional Processing of Unregistered 

Students
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• Students who have last-minute approval for 

accommodations

– Students may need to change from a standard testing room to a 

nonstandard testing room.

– If you have enough books, and the student doesn’t need a 

nonstandard format of the exam, you can move the student to the 

nonstandard testing room. 

• A student who opts not to use his or her approved 

accommodation must provide a written note signed by the 

student’s parent or guardian. The note must be included 

with a completed SIR when returning test materials.

• Mark student absent on standard roster, and add him or her 

to the nonstandard roster.

Changing Students to Nonstandard 

or Standard Testing
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Nonstandard Administration Report 

(NAR)

• Complete the “Test 

Administration 

Start/End Date” lines.

• Check each 

accommodation that is 

utilized. 

• Return the NAR and 

used answer sheets in 

the gray envelope.
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• Split admission tables up by alphabetical order, and post 
signs indicating where students should go for admittance. 

• Create “room slips” to give students as you check them in 
to the center. This helps room supervisors quickly identify 
whom to admit.

• Registered students must show a printed Admission Ticket.

• Pre-plan where to assign unregistered students.

• Pre-plan where to assign late students.

Best Practices: Admitting Students



Monitor Testing
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PROHIBITED DEVICES PROHIBITED AIDS

Cell phones or smart phones, smart 
watches, wearable technology

Pens, highlighters, mechanical or colored 
pencils

Audio players/recorders, tablets, laptops, 
notebooks, or any other personal computing 
devices

Books, dictionaries, or references of any 
kind

Separate timers of any type (watches or 
other device with a timer)

Compasses, rulers, protractors, or cutting 
devices

Cameras or any other photographic
equipment

Notes, pamphlets, or papers of any kind, 
including scratch paper

Any devices, including digital watches or 
smart watches, that can be used to record, 
transmit, receive, or play back audio, 
photographic, text, or video content

Earplugs
Calculators used during a section that does 
not permit calculator use.

Unacceptable calculators that have 
typewriter-like keypads, use paper tape, 
make noise, or use a power cord

Check for Prohibited Devices & Aids
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• Equipment must be battery operated and must not require 

a power cord

• Calculators are NOT allowed on desks except during the 

Mathematics No Calculator section

• Snacks and drinks must be packed out of sight in the 

testing room and can be consumed only during breaks. 

Snacks must be outside of the testing room and away from 

test materials wherever possible

• No. 2 pencils

• Test book can be used for scratchwork

Equipment and Materials Allowed in 

the Testing Room
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• Only battery-operated, handheld equipment can be used 

for testing. No power cords are allowed.

• Calculators permitted during testing include:

• Most graphing calculators (these are listed in the manual)

• All scientific calculators

• All 4-function calculators (not recommended, however, is the only 

calculator approved as an accommodation on the “no calculator” 

section.)

Calculator Policies
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• Test-takers can also bring backup equipment and extra 

batteries.

• Test-takers cannot share calculators.

• A “No Calculator” symbol appears at the top of the 

Math With No Calculator section, in which calculators are 

not allowed. 

Seat any test-takers using a calculator with large characters 

(one inch high or more) or raised display that might be 

visible to other test-takers in a location where other test-

takers cannot view the large or raised display.

Calculator Policies
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• Report all incidents or 
issues on the Supervisor’s 
Irregularity Report (SIR) 
form.  

• All reports should be 
complete and explicit.

• The person reporting the 
incident should include his 
or her own contact 
information.

Reporting Testing Incidents
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• You may need to 
contact CSDE or 
TAS depending on 
the incident. 

 See Section B of 
the manual for 
SIR instructions 
and Irregularity 
Chart

Supervisor Irregularity Report (SIR)
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• Make plans for staff breaks ahead of time.

• Arrange for how staff can communicate with you. 

• Collect room rosters at a prearranged time so that you 

can consolidate them before testing ends.

• Follow rules from the manual for break time and clearly 

convey them to students and staff before test day.

Best Practices: Monitoring Testing



Reporting and Returning 
Materials



Complete Reports and Forms
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After the exam, you should:

• Complete all appropriate reports and forms

• Retain copies of all documents related to the 

administration for 6 months after the test, in particular 

SIR forms, attendance rosters and tracking numbers

Reporting Tasks
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Form Name Purpose Filled Out by

Supervisor’s Report 
Form (SRF)

Records the number of used answer 
sheets.

Supervisor

Testing Room 
Materials Report 
(TRMR)

Records information about the test 
materials that were used in the 
testing room, the seating chart and 
staff/proctors assigned to room.

Associate 
Supervisor

SAT® Testing Staff 
Agreement

Lists terms and conditions you agree 
to abide by as an SAT testing staff 
member.

All Staff

Supervisor’s 
Irregularity Report 
Form (SIR)

Records information about any 
irregularities that occurred during 
the test, or any questions about test 
items.

Supervisor or 
Associate 
Supervisor
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Form Name Purpose Filled Out by

Score Cancellation 
Form

Used to request cancellation of test 
scores on test day or no more than 3 
school days after the test.

Test-Taker

Attendance Roster Contains information about test-
takers who were absent or present 
for the test, as well as about 
standby test-takers.

Supervisor or 
Associate 
Supervisor 

NAR Contains information about test-
takers approved for  
accommodations .

SSD Coordinator
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• Obtain any missing signatures (such as on the 

TRMR) when staff turn in their room materials.

• Instruct staff to return test books in order by 

serial number.

• Have staff wait until you have counted the 

materials before returning to their regular 

duties.

Best Practices: Reporting



Return Critical Materials
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 Follow the “Returning Test Materials” instructions to return 
standard and Roster accommodated materials.

 SSD Coordinators: Use instructions in Section G and H to 
return NAR accommodated materials.

• Never mix NAR materials with standard and Roster 
materials.

Note: SAT Supervisor, Room Manuals and Posters do not need 
to be returned.

Using the Instructions for 

Returning Materials
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• Test Day training is required for all Test Center 

Supervisors and SSD Coordinators. 

• After viewing this webinar, please complete the short 

quiz to certify you have completed training. 

https://www.surveymonkey.com/r/CTSATSchoolDay

Take the Quiz

https://www.surveymonkey.com/r/CTSATSchoolDay
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• Michelle Rosado, CT SAT School Day Program 

Manager, michelle.rosado@ct.gov

• Student Assessment Office  860-713-6860

• CSDE SAT Web page: www.ct.gov/sde/sat

Recorded versions of this webinar and the Associate 

Supervisor webinar will be posted.

Contact Information

http://www.ct.gov/sde/sat

